[image: image1.jpg]


Round Table on Information Access for People with Print Disabilities Inc. 

Job Description: President
The following outlines the duties expected of the person holding the position of President of Round Table on Information Access for People with Print Disabilities Inc. In addition to the specific duties of this position, the President is also expected to share in the general duties required of all Executive Committee members. General Executive Committee Member duties are included, for convenience, at the end of this document.

Specific Position Duties

1. Reports and Correspondence

· Sign all letters sent to government ministers, authorities and departments.
· Write the Round Table Annual Report.
2. Meetings

· In Consultation with the Secretary and Administration Officer, prepare the agenda for the Annual General Meeting and Executive Committee meetings.

· Chair the Round Table Annual General Meeting and Executive Committee meetings.
· Check the final drafts of AGM and Executive Committee meeting minutes prior to them being more widely circulated.

3. Round Table Activities

· Monitor the activities of Round Table sub-committees and working parties of the Round Table Executive Committee.
· When appropriate, represent the Members of Round Table at meetings, forums etc. and if unable to do so, appoint a representative to take his/her place.
4. Policy Formulation

· Keep up to date with trends in the industry and communicate these to the rest of the Executive Committee. Determine the suitability of such information for wider circulation to the Round Table membership.
· Monitor the implementation of Round Table’s Strategic Plan.
General Executive Committee Duties 

· Attend and actively participate in Round Table Executive meetings.

· Actively participate in the work of Round Table outside committee meetings.

· Assist the Conference Coordinator with preparations for the Annual Conference.

· Assist in preparation of AGM documents where required.

· Attend conference and assist the Round Table Administration Officer.

· Keep up-to-date with trends and advances in the industry and circulate information of interest to Executive Committee members.

· Undertake lead responsibility for designated projects as determined by the Executive Committee, and make regular progress reports back to the Committee.
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