
Trustee 
preference 

Role Responsibilities Person School contact 

Trustee  Vice Treasurer 
Assist Treasurer with monthly accounts, reports and bank transfers 
Annual Year End Accounts submitted to the Charity Commission 
Collect and reconcile cash from events 

Annie Mounsey Julie Joyce 

  Mailbox Coordinator Manage email, Direct Messages - pass on information to relevant people and respond   n/a 

  Recruitment Coordinator 

Manage the roles within Friends  
Advertise vacancies, ensure hand overs are planned for any leavers 
Centralise, update and maintain roles and responsibilities 
Maintain and manage the Friends' WhatsApp group 

  n/a 

  Website Coordinator 

To manage the website (alongside the shop) and keep all information up to date 
Add tabs/pages for new initiatives or fundraisers 
Keep up to date with the communication sent via Social Media or Jbuzz to ensure the website contains all 
relevant information 

  n/a 

Trustee  Events Planner 

Diary management and overseeing individual coordinators of events 
Clear out, tidy up and stock take of 'Friends Events' store cupboard 
Purchase or request any required items for Friends events 
Centralise all event information and requirements (tickets/prices/bar/risk assessments/number of 
volunteers/roles) 
Keep record of all timelines required for the organisation of events 

  James Powles 
(premises) 

  
Craft Club Coordinator (handover 
required in Summer Term 2021) 

To coordinate the craft club output for seasons/events/key selling opportunities 
To facilitate the WhatsApp group 
To link in with the online shop to ensure new stock is added 
To coordinate any craft requirements requested by the school  

Sue Kearns n/a 

  JB Uniform / House Coordinator 
Manage the merchandise linked to the Houses and School Uniform 
Work closely with Online Shop Coordinator 

    

  
Christmas Tree Coordinator 
(handover required in Autumn 
Term 2021) 

Manage relationship with Supplier, agree a delivery date, agree prices with Treasurer 
Provide information for trees to be added to Online Shop 
Recruit volunteers for delivery of trees and plan delivery schedule 
Ensure supplier invoice is paid 

Clare Whyte 
James Powles 

(premises) 

  

Halloween Disco Coordinator 
Christmas Fair Coordinator 
Quiz Night Coordinator  
Spring Disco Coordinator 
Summer Fair Coordinator 
International Food Night 
Coordinator 

Meet with Event Planner and Premises, agree a date, complete risk assessment 
Sell tickets via Online Shop 
Advertise event, provide information to SM and Jbuzz contacts 
Organise poster details and design with Graphic Designers 
Recruit volunteers - based on requirements: eg. DJ, Father Christmas, Quiz Master, bar, chefs, games, 
stalls 
Order and arrange delivery of bar stock, food, purchase of any items to sell 
Link in with Treasurer, Online Shop Coordinator, Craft Club 
Follow up with Social Media and JBuzz reps for profit announcements 

  
Jacqui/Stephen 
James Powles 
(premises) 

 


