Welwyn-Hatfield U3A             Speakers Team – Job Description

The Speakers Team should consist of a Speakers Team Leader, who may be a member of the U3A Committee, and at least two other members.

The Speakers Team should meet at least once a term to divide the dates for the next but one term (i.e. at least six  months ahead) between them in order to arrange speakers.  Possible topics and speakers should be discussed to ensure variety in the programme, including suggestions from U3A members, 'home-grown' speakers from our own U3A, lists correlated from other U3A's and any other source.  

Duties of the team members  

Members should then contact speakers by telephone or email.  Should a likely speaker be fully booked, it is useful to make a date for the following term.  Speakers should be confirmed by email or letter with the date, venue, title of talk, time, equipment required, fee agreed, parking and contact details.  Details of the speaker, including name, address or town, telephone number, mobile number (if available), email address (if available), outline of talk and profile/background details of the speaker,should be passed to the Speakers Team Leader.

A few days before the meeting members should confirm with the speaker by telephone  or email and exchange mobile phone numbers, if possible.  On the day of the meeting the member should meet the speaker, introduce him/her to the Chairman, ensure equipment is provided and a chair is available, offer a drink etc.  The member should confirm any travelling expenses with the speaker  and collect the cheque and receipt (to be signed by the speaker) from the Treasurer.  If the Treasurer is away, arrangements should be made for the cheque to be sent by post.  At the end of the meeting the member should hand the cheque to the speaker and get a signed receipt, check the speaker has all his/her belongings and see him/her safely  off the premises.   Within a few days of the meeting a written thank you or email  should be sent or telephone thank you should be made.  In the event of you not being able to meet one of your speakers, please arrange for another member of the team to do so and inform the Speakers Team Leader.  In the rare event of a speaker cancelling or not being able to attend, try to book another speaker and contact the Speakers Team Leader  who will help and who may have a list of 'last minute' speakers.  (There is a DVD in the computer bag and a DVD in the Chairman's briefcase to be used, if needed).   Each member should keep a file so that his/her duties can be picked up by someone else should the need arise.

Duties of the Speakers Team Leader

In addition to the above, the Speakers Team Leader should keep and update a schedule of future speakers with all their details and distribute this to the team.  This should also be sent to the Chairman, Vice Chairman, Treasurer, Secretary, and a limited edition of the schedule to the person responsible for the U3A equipment (laptop, digital projector, etc.), the  'Front of House' Team Leader and the 'Sound' Team Leader.    This schedule should be amended and re-distributed as necessary.  
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The Speakers Team Leader should also produce a list of speakers' background details with  dates, venues, title of talks and profile/background details  of the speakers which should be sent to the Chairman and Vice-Chairman (to help with the introduction on the day), and to the Newsletter Editor, Web-master and person responsible for e-notices.  

The Speakers Team Leader is also responsible for updating the Term Programme, contacting the printers, getting it printed and collected from the printers, so that the Programmes will be available at the end of each term for the next term.    

At the beginning of the year the Speakers Team Leader should compile a list of speakers we have enjoyed during the previous year and their details, to be sent to the Hertfordshire Speakers Network Secretary for collation and distribution.  

At the beginning of the year the Speakers Team Leader should ensure that the Chairman and Committee agree term dates and time-table for the next year and that the halls are booked for the Wednesday meetings.  
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