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HGTA
Job Description — Chairs of Twin Town sub-committees

Attend HGTA Committee and member meetings.
Submit a report of activities to the Secretary for circulation in advance of those meetings.
At the start of the year, convene a sub-committee in accordance with the selection
process agreed by the HGTA Committee.
Arrange at least three sub-committee meetings in the course of the year:

a. circulate an agenda

b. write a report of proceedings for HGTA committee and member meetings

c. write an annual summary for the AGM
Before the start of the financial year, produce an annual estimate of activities and
expenses for approval by the HGTA committee.
Monitor spending against the agreed budget and submit invoices to the Treasurer for
payment.
Lead/coordinate the work of the sub-committee in organising and attending events and
visits.
Ensure that the Marketing and PR sub-committee is informed of activities and publicity
opportunities.
Attend additional meetings as required with the other HGTA Twin Town Chairs.



