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Job Descriptions for a Project Organising Committee (OC)
Supervising Officer

· a liaison person between NOM/LOM and OC

· assist the Committee Chairman in setting up the OC

· ensure proper functioning of OC

· advice Chairman and the Committee on all matters concerning the project

Chairman

· to be appointed by the Board of Directors

· conduct OC meetings in a fair and proper manner

· appoint OC members in the 1st meeting

· oversee execution of the project / task

· allocate jobs among committee members, manage and supervising the committee

· prepare project proposal, job description and project manual

· notes down detail of project which will be helpful to other chairmen in planning similar project in the future

Deputy Chairman

· He / She is expected to be capable of sitting in for the Chairman is his / her absence to conduct all businesses on his / her behalf. He / She ought to have qualities similar to that required of a Chairman although provision would be given to lack of experience.

Project Secretary

· arrange meeting venue and call up meeting

· prepare minutes and agenda which are to be sent to all committee members before meeting

· prepare an attendance record and contact list in the 1st OC meeting

· copy letter / minutes / agenda to supervisors, e.g. President, Supervising Officer, VP, AVP & LOM Hon. Secretary

· prepare and sent out correspondence which are to be signed by Project Chairman / President

· compile a project file within one month after completion of the project and hand to the LOM / NOM

Project Treasurer
· prepare a budget which is to be moved for adoption in the 1st OC meeting

· in some cases, assist to solicit sponsorship for organizing committee

· control on the financial expenditure to in line with the budget

· cash all cheques once received in order to avoid bounce cheques

· keep account record and cash receipts, and liaise with Chapter's Honorary Treasurer on expenditure projection

· prepare an income & expenditure statement which is to be moved for adoption in the evaluation meeting

Promotion Sub-Com
· design promotional means: campaign, circular, advertisement, telephone contact…etc

· design promotional material: circular to HKJC members, and public as well.

· arrange promotion presentation in different LOMs’ Monthly Fellowship Gatherings (MFGs)

· for some large scale CD / IA projects, liaise with mass media and arrange press conference and prepare press release / press kit

· being the contact person for enquiry

Registration Sub-Com
· contact relevant LOM Directors for their LOM's attendance
· collect reply slips from participants
· prepare registration forms and guest recognition list
· being the contact person for enquiry
· work jointly with treasury concerning collection of registration fees from the participants
Logistics Sub-Com
· arrange for corsage, banner, name stands and trophy / souvenir flat / souvenir gift for guest speakers.

· prepare a logistics checklist and arrange necessary equipment for event day use

· prepare a floor plan, seating arrangement and make floor arrangement on event date

· arrange photo / video taking on event day and the development of film

· book venue and arrange transport

Program Sub-Com
· design a program

· prepare a program rundown of the event day

· prepare a program / participants handbook and evaluation forms for the distribution to all participants

· contact with speaker / guest of honour to confirm details of program and liaise with logistics OC on speakers need
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