
Committee  
Management

Whether a group is newly forming 
or already established, it is vital 
that it has strong leadership and a 
dedicated committee. It is important 
that committee roles, including that 
of group leader, have clear terms of 
office. This is necessary in order to 
encourage participation from new 
volunteers and to avoid burnout. The 
number of committee members and 
elected officers will vary depending 
on the size and needs of the group’s 
membership; those listed below are 
suggestions and a starting point for 
thinking about your committee and 
the group’s individual needs.

Group leader, Chair or President 
(and, if appropriate, a Vice to 
deputise for these duties)
•   The main point of contact for the 

Alumni Relations team and other 
areas of the School

•   Presiding all meetings of the group 
and committee 

•   Representing the group in its activities 
or outreach with other organisations 
or individuals

•   Ensuring the smooth transition 
between members of the committee

•   Encouraging participation in the 
committee and overseeing the work 
of other committee members

Membership
•   Devising and implementing  

strategies for increasing  
membership and participation

•   Acting as the point person at events 
to collect the names of new members 
or attendees

•   Liaising with the Alumni Relations 
team to keep the LSE database  
up-to-date

Treasurer and Sponsorship
•   Responsibility for the finances of 

the group, for maintaining accurate 
records and for preparing an annual 

statement of the group’s accounts, 
where applicable

•   Maintains any bank account for the 
group, to be operated with two 
signatures as a necessity

•   Responsibility for identifying and 
researching potential sponsors for  
group activities

•   Writing sponsorship proposals for 
potential sponsors

Communications or Publicity
•   Undertake training on the LSE Alumni 

website’s email marketing tool and use 
this to communicate with members  
via email

•   Working with events organisers about 
how to publicise individual events

•   Special Interest Groups – events on 
campus: link with the relevant academic 
department and student society to 
promote the event to students and 
academic staff

•   Ensuring media coverage for high  
profile events, raising awareness of the 
group’s activities to other institutions 
and organisations

Events
•   Responsible for planning an annual 

events calendar

•   Events on campus: liaising with the 
Alumni Relations team regarding room 
bookings, refreshments, ticketing and 
event logistics

•   Events off campus: sourcing venues 
and speakers for events, liaising 
with the Treasurer (if applicable) 
regarding ticket prices, and working 
with Communications or Publicity on 
publicising the event

•   When approached by the Alumni 
Relations team, arranging events for LSE 
academics who are visiting the area

•   Regional groups: organising the annual 
Pre-Departure Event

•   Being on hand at events to greet 
speakers and guests

Secretary
•   Administrative support for the group 

and committee

•   Responsibility for all correspondence  
and recording of minutes of meetings 
and communicating them to each 
committee member

•   Preparing agendas for meetings in 
consultation with the Chair

•   Ensuring that notices of group meetings 
are sent to members in a timely fashion

•   May complete surveys circulated by  
the Alumni Relations team on behalf  
of the committee

Students and Young Alumni
•   Creates or maintains a relationship  

with the relevant Students’ Union 
Society committee
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•   (For Regional Groups): may be the  
main organiser of the annual Pre-
Departure Event

•   Responsibility for ensuring activities are 
planned to appeal to new graduates

•   Liaising with Communications or 
Publicity committee members to create 
a plan to raise awareness of the group 
with graduating students

•   Liaising with the Student Engagement 
and Young Alumni Executive in the 
Alumni Relations team

Honorary President/Chair
•   Represents the group on all appropriate 

occasions, at the discretion of the group

•   Provides guidance regarding the 
activities of the group

•   Supports the committee in finding 
appropriate speakers or venues  
for events

(For Special Interest Groups) LSE 
Department representative
Many of the special interest groups 
will have a corresponding or relevant 
department in the School. It may be 
helpful to include a member of the 
department as a committee member, or 
to give them an advisory role of some 
sort. This will foster a closer working 
relationship with the department, which 
can be helpful in connecting with students 
and young alumni, and particularly in 
sourcing speakers for events. The Alumni 
Relations team will be able to advise 
you on this, particularly with regard to 
identifying an appropriate member of the 
department to approach.

Committee meetings
Where possible, committee members 
should meet regularly to plan their 
activities. For Regional Groups where 
members are geographically spread out, or 
Special Interest Groups where a committee 
may be spread around the world, it may be 
more appropriate to organise conference 
calls at regular intervals. Where a member 
of the Alumni Relations team is taking 
part in these calls, we can use the School’s 
conference call system to facilitate this.

Term limits
It is recommended there are set limits 
for terms of office for each committee 
position. Based on best practice in this 
area, we would recommend a term of 
three years, with a maximum of two terms 
in each role. It would be best to work on a 
staggered or rotation system, so that each 
year a selection of committee members 
is elected. This allows for a continual 
process of renewal in the committee, 
while maintaining a degree of stability and 
continuity. Elections should usually take 
place at the group’s AGM. 
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