CKC committees and subgroups (and tasks there of)
Nb: sub groups not listed in this document include Founding Members, Management team, Music Team, Quartets
Costume / Wardrobe
· Supplies members with necessary items of costume and accessories from stock

· Advises members of which additional items they need to purchase

· Advises Management team of the need for additional costumes, repairs or alterations

· Maintains a record of all items of costume and accessories held by each member

· Receives these items when a member leaves and notifies Management of their return

· Ensures that each member has suitable footwear for performances

· Ensures that each member has the full costume and accessories for a performance and if possible brings along additional items, especially earrings
· If a member does not have the costume, arranges for her to borrow it from someone else and to return it in good state

· Encourages members to keep their costumes clean and in good condition at all times.



Finance
· Assist Finance Coordinator in tasks such as receipting and banking
· Search out and apply for grants on behalf of the chorus and monitor progress of applications
Front Row (by invitation)

· Performs extra choreo / dancing during performances

· Commits to attending extra rehearsals

Fund Raising
· Plans fundraising activities

· Presents ideas to Management and to the Chorus for approval by 2/3 majority

· Carries out each project, recruiting assistance if required

· Asks the Finance Management for necessary funds in advance and reports to Management on the outcomes, including financial, of the event

· Maintains a file of ideas, events and contacts for future reference
Historian
· Keeps a record of chorus events, performances, office bearers, quartets, newsletters, attendance and placement at convention

· Maintains a book of photographs, newspaper articles, programs and other relevant information

· Arranges for members to write articles and liaises with chorus members for articles and photographs

· Sends appropriate material, if requested to the Regional Historian.
Hospitality
· Organises the provision of refreshments for Chorus rehearsals and other functions as requested by Management Team

· Maintains basic supplies of tea, coffee, sugar and provides milk

· Ensures that the kitchen is left clean, windows closed and supplies returned to the storage cupboard
· If requested by the Team Coordinator, attends to the writing of cards and provision of gifts or flowers
Make Up
· Ensures that each member has a proper make up keit and is familiar with its application
· Upon request from management, in collaboration with the Director and Music Team, determines which make up is worn with each costume

· Selects suitable makeup and submits details and costs to Management Team for approval

· Advises members of the makeup they require and if appropriate facilitates its purchase

· Determines if each member is suitably made up before a performance
Membership (and Friendship Team)
· Greats and introduces visitors and potential members to the Director, Team Coordinator and others as appropriate
· Maintains and updates First Night Kits, handing them to potential members and filing completed registration forms

· Makes the Visitors Book available for signing when appropriate

· Make new members welcome

· Follow up on absent members

Music Librarian
· Updates and maintains and keeps guest music folders
· Receives music returned by members who leave and notifies the management team of its return

Public Relations
· Attends to all publicity relating to the Chorus including advertising for new members. Publicizing Show and other Chorus events and activities

· Organises for brochures, pamphlets and the like to be printed and ensure they are available at events where appropriate 

· Contacts potential venues for performances, being aware of our fee structure and availability
· If a performance is obtained, contacts the Performance Coordinator and Director before accepting it, Further contact can be through the Performance Coordinator

Rehearsal End of Night Close
· Check all windows and doors are closed

· Collect lost property and store in cupboard

· Ensure rehearsal and supper area is left tidy

· Turn of air-conditioning / heating

· Turn off Toilet lights

Resource Librarian
· Organises the stock and catalogue of resources including video, CDs, DVDs and audio-tapes
· Makes these available to members for borrowing and keeps a record of this

· Follows up any items that are overdue

Show Committee
· Works with the Director, Music Team, Public Relations, Fundraising and Hospitality to plan and coordinate all aspects of presenting a show, co-opting additional people as required

· Books a suitable venue and arranges the acts for the program

· Prepares a budget for approval by Management Team

· Receives approved expenses in advance

· Compiles a financial statement and a report for Management after the Show

· Maintains a file of ideas, venues and helpful hints for future shows.
Social Committee
· Arranges social functions for members, their partners, families and friends as required
· Organises attendance at events held by other choruses or organizations

· Organises the annual Christmas party for the Chorus (in conjunction with Hospitality Committee

· Maintains a file of suitable venues and ideas

Sound System
· Sets up Sound System and Microphone ready for the start of rehearsal and packs sound system and microphone away at the end of rehearsal
