Chair

Responsible for:
1. being first point of contact for outsiders, dealing with some approaches personally and passing many on to other Committee members; establishing and maintaining this network of contacts.
2. being the spokesperson: first port of call for interviews and media work, though can appoint others on the Committee, or Activists, to do this in an official ad hoc capacity.
3. maintaining the public face of Cyclox; representing Cyclox and its activities.

4. having an overview of Cyclox externally and keeping an eye on its position in the ‘bigger picture’. 

5. overseeing Cyclox internally, including seeing where support is needed and gaps need filling (with the Activists’ supporter); instigating a lot of Cyclox’s activity; maintaining and generating energy in the ‘system’.
6. being ultimately accountable for all that Cyclox does / fails to do.

7. motivating and co-ordinating the Committee. 

8. preparing and organising Committee meetings, or delegating this function to other Committee members; chairing or appointing a chair for Committee and other Cyclox meetings; ensuring that the decisions of meetings are followed up by those actioned.
9. making interim decisions in consultation with those responsible or involved.
10. keeping tabs on Committee activity by being copied into any correspondence that the Chair may need to know about, either at that moment or in the future.

11. advising Activists on courses of action and making sure people are appropriately thanked for activity they have carried out for Cyclox.

12. liaising with other equivalent organisations (also Publicity officer).
Treasurer 

Responsible for:

1. keeping up-to-date accounts.
2. itemising expenditure and income on accounts.
3. banking all cheques.
4. ensuring bills are paid; writing cheques; signing and gathering a countersignature; dispatching cheques to payees.
5. posting new members’ details to their banks to ensure standing orders are set up.

6. keeping and filing documents relating to financial transactions; receipts, invoices etc.

7. ensuring accounts are audited; liaising with auditor.

8. informing members of current state of group’s finances.
Membership secretary

Responsible for:
1. maintaining and updating the membership database.

2. processing all membership applications; thanking joiners.

3. sourcing / producing membership cards.

4. distributing new membership cards annually (to be posted with a hard-copy update of Cyclox’s activities during the preceding 12 months; the update to be produced by the Publicity officer with the assistance of the Chair and other Committee members).

5. effecting communications with members via email and letters.



Publicity and recruitment officer 

Responsible for:
1. promoting new ways of recruiting members through a variety of channels and through liaison with Stalls and other Committee members.
2. maintaining information flow and morale among the wider membership; ‘keeping’ members.
3. co-ordinating Cyclox’s occasional public meetings and liaising with other Committee members and outside participants to maximise the events’ potential; suggesting/proposing public meetings.

4. producing Cyclox’s flyers and liaising with Stalls about stock levels to ensure supply; deciding when new versions of flyers are required and writing or soliciting new copy, sourcing design and agreeing proof stages with Committee; all printed materials need final approval (sign off) of a majority of Committee members.

5. writing effective and engaging articles and press releases / briefings for the press where necessary, or procuring these articles from the Chair and other Committee members or activists.
6. working with the Webmaster (who is not on the Committee) to keep the website is up-to-date and appealing; delegating certain aspects of this to other Committee members. Initially setting up a working party with the Chair and Webmaster to get the website fully operational.

7. looking for opportunities to publicise both Cyclox’s existence and its various activities; liaising with other equivalent organisations (also Chair).
8. emailing communications intended for distribution to Cyclox members via the Chair to the Membership secretary, who will circulate these to members; using these communications to channel as much interest and traffic as possible to the website as it develops; other Committee members to submit copy for circulation to members via Chair.

9. producing regular hard-copy updates on Cyclox activities to send to non-email members (doesn’t require Committee sign off). Includes the annual members’ flysheet to go out with the membership cards.

10. producing posters and adverts for meetings and other events; writing or procuring copy for, and designing or procuring design of, posters and adverts.

11. Maintaining a relationship with the bike shops: seeing if we can offer them our leaflets / if they can give them to their customers; checking cycle map stocks; maintaining schemes, e.g. the discount that shops offer to Cyclox members, and developing new schemes in conjunction with the Committee.

12. supporting the other Committee members with publicity requirements.

Events and programmes manager

1. co-ordinating leisure rides; appointing ride leaders (needn’t lead all or any rides); producing relevant advertising materials / opportunities with the help of the Publicity officer and final approval of Committee.

2. co-ordinating cycle training, including working with Fundraiser to procure appropriate financing.

3. initiating, organising and co-ordinating Cyclox’s involvement in fixed calendar events such as National Bike Week and In Town Without My Car (Car-Free Day); calling on the support of all Committee members in organising large stunts such as commuter challenges; ensuring that plans and rules are understood; following up offers and confirming the roles and responsibilities of those organising them.

4. working alongside the Activists’ supporter, Stalls and Publicity officers to maximise effectiveness of 1–3 above; agreeing PR strategy with Chair.

5. developing novel media-attractive stunts.

6. ensuring that all Cyclox’ s public activities are legal and properly covered by insurance – e.g. if volunteers are running bike rides for minors, are they police checked and are the rides covered by appropriate insurance?
Stalls organiser

1. planning and organising stalls and their paraphernalia.

2. negotiating details for stalls at events.

3. recruiting, enthusing, briefing and coaching stall helpers.

4. maintaining/repairing the store of materials and equipment.

5. offering the loan of the Cyclox trailer to members.

6. seeking and seeing new opportunities for Cyclox.

Strategist

1. having an overview of the larger political picture, e.g. the Local Transport Plan; the strategic goals of both councils and the expression of these goals via public consultations.

2. co-ordinating and writing (or delegating the writing of) Cyclox’s response to both councils’ proposals and public consultations on strategic matters; establishing and maintaining effective working relationships with the personnel of relevant agencies to ensure action is taken – and following this up.
3. staying alert to implications of new plans, actions and systems that affect cycling and cyclists in and around Oxford.
4. liaising with Committee about general principles or stances that Cyclox is adopting.

5. representing Cyclox at meetings with the councils and other bodies to further aims 1–4 above.

6. liaising with Dom Scholfield on the Steve Howell series of meetings to ensure that Cyclox’s interests are conveyed and represented, and obtaining feedback on these for the Committee.

Planning officer

1. ensuring that Cyclox responds to both councils’ proposals and public consultations on planning applications, with the help of interested Activists; establishing and maintaining effective working relationships with the personnel of relevant agencies to ensure action is taken – and following this up. 

2. developing a Cyclox policy on technical issues, e.g. ‘we oppose / do not oppose on-pavement cycle routes’; ‘a cycle lane shall be no narrower than 0.8 m’, etc. 

3. making sure that the technical / planning decisions reflect and promote Cyclox’s overall aims (see mission statement).

4. staying alert to implications of new plans, actions and systems that affect cycling and cyclists in and around Oxford.
5. representing Cyclox at meetings with the councils and other bodies to further aims 1–4 above.

6. liaising with Dom Scholfield on the Steve Howell series of meetings to ensure that Cyclox’s requirements are conveyed and represented.


Activists’ supporter

Responsible for:
1. working with the membership secretary to identify a mailing list of ‘potential’ Activists / volunteers.

2. developing a profile for each Activist: relevant skills and interests.

3. making contact with and getting to know the Activists (where possible); ‘growing’ members into Activists.

4. working with other committee members and project leaders to help find suitable ‘volunteers’ to take campaigns and projects forward

5. gathering ‘new’ ideas from Activists and feeding back through committee for approval.

6. continually ‘testing the mood’ of Activists (are they happy / grumpy / confused / feeling unsupported or badly informed?); either implementing remedial action or taking issues back to Committee for discussion.

7. making sure volunteers are valued and appreciated – probably organise a free Christmas party (drinks and nibbles) for Activists and an Activists’ barbecue in the summer. Also making sure people are appropriately thanked for activity they have carried out for Cyclox.

8. making sure Activists feel adequately supported – e.g. someone may like to be on a stall, but nervous because they have never done anything like that before or maybe don’t think that they know enough about cycling locally; making sure they are buddied and / or given relevant encouragement and information.

9. identifying specific skills needed by the Committee and the most active Activists, and recommend that Cyclox fund training – e.g. there may be some new legislation published and it may be appropriate for people heavily involved in responding to consultations to attend a workshop on the new legislation and Cyclox pick up the tab.

Fundraiser

Responsible for:
1. ensuring Cyclox is financially fit for purpose

2. identifying and leading the development of bids for external funding; seeking new opportunities for these.

3. looking for opportunities of collaboration with other organisations in support of projects.
4. advising on best investment/strategic use of existing resources.

5. producing financial projections; attempting to build ‘ad hoc’ expenditure into a more strategic forward spending plan.

6. ensuring that everything that Cyclox has to pay for has been identified and accounted for (e.g. insurances, room bookings, volunteer Christmas party).

7. advising Committee meetings, and at specified other Cyclox meetings, as to Cyclox’s financial position at that moment.

The Fundraiser will liaise regularly with the Treasurer to effect many of the above functions.

