DUTY AND RESPONSIBILITY OF COMMITTEE MEMBER

Programme director 
· Supervise all the team member’s works.
· Prepare the plans and strategies needed for the program to be a success.
· [bookmark: _GoBack]Direct managers and other members in mission and goals implementation. 
Deputy director (Management)
· Communicate with director and other team members to maintain the flow of the program and make sure that everything is one the right track.
· Record and manage the risk and outcome that the team could be facing during the program as well as making any counter measures.

Deputy director (Activities)
· Research and ideation on suitable activities appropriate to the program and also target participants.
· Manage all the flow of the activities held, making sure that all moving according to the mission and goal of the program
Secretary 
· Take all the note and information during meetings.
· Prepare the important and necessary document for program.
· Provide the overall report of the program
· Ensure the organisation and records of each meeting minutes.

Treasurer
· Prepare and estimate the budget of the whole program.
· Manage the program’s sponsorship in order to secure a better program flow.
· Control the overall cost and spending for the program.
· Prepare a financial report after the completion of the program.


