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Brief Job Descriptions – MGS Standing Committees

I. Administration Department

1. LIBRARY COMMITTEE  

PURPOSE: 
To ensure that current and useful library resources are available for use by patrons; to develop appropriate procedures for achieving this objective

AREAS OF RESPONSIBILITY: 

Acquisitions:

· Ordering and purchase of library materials

· Processing of donations to library holdings

· Processing of library materials resulting from MGS projects (eg. cemetery and church records)

· Processing materials acquired through exchanges

Circulation, maintenance and inventory control of Library materials:

· Recording and display of journals and periodicals

· Online catalogue system KOHA

· Shelf list maintenance

· Mending and covering of books

· Maintenance of other files as required 
Organization and storage of library materials:

· Classification of materials

· KOHA computer database, entry of data and printing of labels

· Processing all library materials for shelving

· Setup and arrangement of library fixtures and equipment, in consultation with Vice President Administration and/or Office Coordinator

Other:

· Circulation of material including mailing

· Reviewing materials for publication in “Generations”

· Sending updated library information for website to person in charge of website

· Helping patrons with their use of library materials 

Responsibilities – Chair of Library Committee

· Acts as coordinator for all library acquisitions of the Society

· Develops plans and policies for the acquisition and recording of resource materials; may include working with other Departments, Committees

· Keeps current with new resource developments and maintains liaison with related libraries and organizations

· Resolves any problems arising from reference questions, missing materials, etc. with assistance as required from committee or other departments

2. MEMBERSHIP SERVICES CHAIR / COMMITTEE 

PURPOSE: 
To manage the memberships of the Society 

AREAS OF RESPONSIBILITY: 

· Acts as coordinator for all membership requirements of the Society

· Processes and documents the membership of the organization including coordination of membership with the Branches

· Coordinates and distributes data to other departments as required including assistance in journal distribution

· Abides by privacy guidelines

3. OFFICE COORDINATION CHAIR / COMMITTEE 

PURPOSE: 
To coordinate the effective day-to-day operations of the MGS Resource Centre, Library and Volunteer office.

AREAS OF RESPONSIBILITY: 

· Acts as general office manager and coordinates volunteers required to keep the Resource Centre /Library open to the public

Postal Mail Processing:

· Records, processes and distributes incoming and outgoing mail 
· Maintains an inventory of postage required for processing mail 
Maintenance of Equipment:

· Maintains furnishings and office machines (photocopier, microfilm and microfiche readers, telephones, answering machine) in Resource Centre; recommends replacement to VP Administration; oversees servicing and service contracts, including renewals as required. 

Maintenance of Premises/ Housekeeping:

· Maintains general appearance of premises

· Provides recommendations for arrangement of furnishings and equipment for best usage in the current location

· Works with the VP Administration and Library Chair regarding visual displays in the Resource Centre

Purchasing/ Supplies:

· Maintains a general inventory of office supplies required for volunteers

· Keeps a supply of forms for the Resource Centre patrons and a current master copy of all printed materials on file; updates with other departments as required and reviews annually

· Compiles an inventory of equipment and furnishings for asset holdings of the Society – recommended to be done every five years

Scheduling Resource Centre Volunteers/ Patron Assistance:

· Schedules a minimum of two volunteers for the Resource Centre during regular hours of operation, one of whom must be knowledgeable about resources, patron assistance policies and procedures for opening and closing the facility
· Along with the Library Chair trains and monitors the volunteers in fulfilling the required tasks, and contacts departments if any concerns arise

4. RESEARCH COMMITTEE
PURPOSE:  To receive and process research requests received by the Society from e-mail, online MANI requests, MGS website, and Facebook page.

AREAS OF RESPONSIBILITY: 

· Responds to research requests in a timely manner as set out by the research policy, and ensures payment of the required fees
· Reviews and updates the research policy as required
· Updates the list of Resources Available annually
· Updates the list of professional researchers and collects fees according to the research policy
Responsibilities - Chair, Research Committee

· Acts as senior researcher and coordinates other research volunteers as required

5. SPECIAL PROJECTS COMMITTEE 

PURPOSE:  To increase the available resources/data for genealogical research through the development of special projects

AREAS OF RESPONSIBILITY: 

New Project Initiatives: 

· Reviews new project proposals to ensure that they fall within the mandate of the Society

· Develops proposals for the consideration of Council with respect to those projects that will be beneficial to MGS members and which are feasible in respect to costs and volunteer input

· Develops priorities for projects that may be eligible for grants from various sources; provides required information to meet the criteria of the grant application process

Quality Control:

· Monitors ongoing projects to ensure that the highest standards of accuracy and presentation are met

Coordination:

· Avoids duplication through regular monitoring of all projects carried out by the Society, the Branches or individuals if known

Responsibilities – Chair, Special Projects Committee

· Obtains Council approval for the initiation of new projects

· Supervises all special projects  

· Develops project proposals for the consideration of Grants committee; provides information to Grants committee to meet grant application criteria

· Acts as liaison with other organizations involved in similar projects

II. Communications Department 
1. EDUCATION AND OUTREACH CHAIR / COMMITTEE

PURPOSE: To coordinate educational and outreach activities for the Society

AREAS OF RESPONSIBILITY: 

· Responds to community requests for presentations, displays, interviews, or workshops on family history and genealogy

· Develops presentations or workshops on aspects of genealogy and family history at all levels of expertise 

· In conjunction with the VP Communications, develops and updates the display materials for the Society 

· Reviews and updates research handouts for displays (eg. web resources, school curriculum guides, etc.)

2. JOURNAL COMMITTEE

PURPOSE: To ensure the regular publication of the Society’s journal “Generations” 

AREAS OF RESPONSIBILITY: 

· Collects, organizes, solicits, edits and writes material related to aspects of genealogy for Generations

· Responsible for general editorial policy of the journal

· Publishes specific content requisites for each journal 

· Transmits journal to volunteer responsible for email distribution 

· Secures and confirms advertising according to the policy set by the Society

Responsibilities – Chair, Journal Committee

· Editor of ‘Generations’ as required
3. PUBLICITY CHAIR / COMMITTEE 

PURPOSE: To provide publicity for the Society generally, and for specific MGS and Branch events

AREAS OF RESPONSIBILITY: 

· Coordinates publicity initiatives for the Society with the VP Communications 

· Develops various forms of publicity for the Society and Branch events
· Explores new opportunities for publicity for registered charities and heritage organizations  

· Establishes MGS branding for all promotional materials for the Society (brochures, post cards, posters, business cards, etc.) 

4. SOCIAL MEDIA CHAIR / COMMITTEE (New)
PURPOSE: To manage all social media platforms in order to inform and promote MGS and its activities.

AREAS OF RESPONSIBILITY: 

· Maintains the MGS website

· Maintains the MGS Facebook page

· Coordinates Instagram and Twitter posts as deemed necessary

III. Finance Department
1. FUNDRAISING CHAIR / COMMITTEE 
PURPOSE: 
To increase revenue for the Society through a variety of fundraising means available to registered charities

AREAS OF RESPONSIBILITY:
· Is cognizant of fundraising guidelines and regulations that apply to a registered charity (e.g. Revenue Canada) 
· Proposes and develops small and larger capital fundraising initiatives or events for the consideration of the Executive
· Obtains Executive approval for the initiation of new fundraising activities

· Plans and carries out approved fundraising projects with the help of volunteers

· Liaises with licensing bodies, as needed (e.g. raffles)

· Works with the Communications Department for effective advertising of fundraising projects 
· Prepares a final report of the procedures used for each fundraising project including tasks completed, number of clients contacted, protocol used, etc. 

· Prepares a final financial report for each fundraising project, including expenses, income, profit, etc.

· Maintains a master list of fundraising projects that MGS has undertaken over the last 10 years, including profit realized.

2. GRANTS AND APPLICATIONS CHAIR / COMMITTEE 
PURPOSE: To coordinate and facilitate applications for grant funding for MGS programs

AREAS OF RESPONSIBILITY:

· Maintains a master list of grants that MGS has applied for and received over the last 10 years

· Maintains a list of possible granting agencies with funding criteria, application guidelines, deadlines, etc. 
· Searches for availability of new and innovative grants
· Works with the MGS Executive, Departments and Branches to determine immediate and long-term grant requirements 
· Proposes granting agencies to apply to: obtains Executive approval for the initiation of a grant proposal
· Coordinates and supervises grant writing with other volunteers

· Liaises with granting agencies as required, e.g. Manitoba Sport, Culture and Heritage, Winnipeg Foundation, Heritage Grants
· Oversees the receipt, expenditures, accounting and final report of grants received by the Society 

IV. Information Technology Department
1. Computer & Network Operations CHAIR / Committee (New name)

PURPOSE: To ensure that the computer and network needs of the MGS Library/Resource Centre and Branches are met, for both patrons and volunteers
AREAS OF RESPONSIBILITY: 

Hardware and Operating Systems:

· Ensures that adequate numbers of working computers are available in the Resource Centre

· Plans replacement computer purchases as needed

· Provides for the maintenance and updates of computers in the Resource Centre; develops and updates a maintenance log
· Maintains and upgrades internet connections, server and router as necessary
· Compiles up-to-date documentation of the specifications and configuration of hardware and operating systems

· Provides advice and consultation for volunteers and deals with any troubleshooting required to keep the systems functioning smoothly

User Services:

· Compiles and maintains an inventory of necessary software and programs applications; makes purchases when necessary 

· Compiles and maintains an inventory of data files

· Orients and trains volunteers responsible for specific tasks in consultation with Committee chairs

· Provides computer-related information and advice to Departments when necessary

· Assists with the internet links for KOHA, the Library catalog

· Provides technical assistance for the web-site (back end) as needed

Back-up Systems:

· Ensures that a secure back-up system for all data is in place, on site and off site

· Ensures that a regular and systematic back-up of all computer data occurs

2. MANI Management & Operations CHAIR / Committee (New)

PURPOSE: To oversee the development and use of the MANI (Manitoba Names Index) database

AREAS OF RESPONSIBILITY (needs to be expanded) 

· Ensures that the MANI database is operating efficiently and effectively. 
· Updates and expands the MANI database and functions as necessary

· Manages input of new records 

· Oversees the membership database, working in conjunction with the Membership Chair

· Prepares and manages e-commerce capability

· Oversees programming of new functions

· Trouble-shooting, solving problems

· Training of Resource Centre volunteers so they can assist patrons

