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Governance 

• Committee 

• Chairperson 

• Deputy Chairperson 

• Secretary (Statutory Officer) 

• Treasurer  

• Portfolio Leaders 

• Media Spokesperson(s) 

• Historian 

Management 

• Project Leaders 

Advisory Panels 

• Panel Members 
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Governance Role Descriptions 

1. Committee Core Roles 

The core roles of the committee include: 

• guardian of ICW values - making sure the organisation's members are aware of the 
values, mission and priorities, and that these are not undermined 

• facilitator - fostering relationships with key stakeholders 

• buffer - monitoring and responding to any potential differences of opinion or 
causes of conflict e.g. between Government and organisational interests. 

a. Core Functions 

The core functions of the committee include: 

• setting and monitoring ICW’s mission, purpose, direction, priorities and 
strategies within the boundaries of its constitution and legal obligations 

• regularly scanning the environment in which ICW operates to ensure that 
what it's attempting to achieve remains relevant and achievable 

• specifying key outcomes and ensuring there are adequate resources, people 
and finances to achieve these 

• monitoring ICW’s programmes and services 

• actively involving key stakeholders in setting and monitoring ICW’s vision etc., 
maintaining positive relationships with them and developing policies that best 
serve their needs 

• being accountable to ICW’s funders 

• risk management 

• ensuring the committee complies with all legal requirements and with the 
committee’s own policies 

• influencing decisions and finances 

• reporting, at least annually, to stakeholders 

• setting standards for and evaluating its own governance performance 

• maintaining a committee succession plan. 
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b. Setting Strategic Direction and Strategies 

The committee’s most important role is setting the long-term direction for ICW, i.e. 
its mission and vision. The mission of ICW relates to why it exists, while the vision 
relates to the long-term view of where the organisation sees itself in the future and 
what it wants to achieve. 
 
Once the committee has set the mission and vision for ICW, it should work together 
with stakeholders on strategic planning - the strategies that will move ICW towards 
that vision. ICW strategic plans should be medium-range (3 years) and cover things 
like financials, human resources, marketing, communications etc. 

c. Stakeholder Relations 

Stakeholders are people both inside and outside ICW who have an interest in the 
organisation, e.g. committee members, members, funders, the public etc. As part of 
good governance, all stakeholders should be consulted with so their expectations 
and requirements can be identified. Stakeholders shouldn't necessarily determine 
the ICW’s overall strategy or drive the committee’s decision-making, but they 
should be involved when the committee plans its direction and priorities. 

d. Being Accountable to Stakeholders 

Accountability means explaining to someone what we have done and are doing. The 
committee is accountable to a number of stakeholders for a variety of items and 
actions, and should be held accountable via these main avenues: 

• the annual general meeting (AGM) 

• the annual report 

• reports to funders reporting that any money provided was used as agreed, 
and how it was used 

• other open meetings or consultations. 

Communication with all stakeholders (e.g. iwi, local community, government 
regulators, etc.) is important. They need a clear and accurate view of where ICW is 
going, how it's performing and reassurance that the committee is operating in the 
best interest of the organisation and meeting their legal obligations. As a minimum, 
the committee should allow time at the AGM to give all stakeholders the 
opportunity to ask questions. It may also be beneficial to develop communications 
plans to ensure ongoing communication with stakeholders. 
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e. Risk Management 

Risk management involves the committee identifying any obstacles, events or 
changes that might prevent ICW from reaching its goals and making sure strategies 
are in place that will minimise or eliminate any negative impacts. All risk 
management begins with three simple questions: 

1. What might go wrong? 

2. What can we do to prevent it?  

3. What will we do if it happens? 

The committee should begin developing its risk management strategies by 
answering these questions, building up a set of written policies that will help the 
organisation: 

• protect itself from legal liability  

• better manage and maintain ICW assets  

• improve its stakeholder’s perception of the committee 

• make better informed decisions 

There is a wide range of risk management strategies that the committee might need 
to consider, such as good practice rules and ongoing committee training. The 
committee should pay attention to risk management around financial matters and 
legal compliance. Risk needs to be taken seriously even if the chances of something 
going wrong appear slim. The committee should appoint a member of the 
committee as risk manager or set up a risk management committee. 

f. Policy Development 

Policies are the guiding principles by which ICW is run. They are the official 
statements that put into writing the way things are to be done within the 
committee. It's the committee’s responsibility to develop their governance policies, 
to ensure they are being carried out, and to review them regularly so that they 
remain appropriate for the organisation. 
There are several policies ICW should consider having.  

• governance and management e.g. committee/management relationship, 
financial management, risk management and planning policies 

• advocacy and representation e.g. communications, relationships and Treaty 
of Waitangi policies 

• human resources e.g. volunteers, recruitment/induction 

• operations and administration e.g. information management, record keeping, 
grants and sponsorship, internet usage and vehicle policies. 
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2. Chairperson 

In addition to his/her general committee duties, the chairperson represents ICW to its 
various stakeholders and the public. 
 
The main responsibilities of the chairperson are to: 

• lead strategic planning 

• manage relationships 

• ensure risks to the organisation are managed 

• ensure that all committee members can contribute to debate and decision-making 

• manage committee processes 

More specifically, the chairperson is expected to: 

• conduct efficient committee meetings  

• set annual meeting timetables 

• prepare meeting agendas 

• manage the distribution of papers in advance of committee meetings 

• ensure accurate recording of meeting decisions 

• liaise with other committee members outside scheduled committee meetings  

• establish sub-committees of the committee for specific tasks and define their terms 
of reference 

• instruct the auditor 

• attend committee meetings where appropriate 

• make sure the committee’s resources are being well and appropriately used 

3. Deputy Chairperson 

The deputy chairperson serves as backup for the responsibilities and expectations of the 
chairperson. 

  



Inner-City Wellington Role Descriptions 20 March 2018 v1 Page 6 of 7 

4. Secretary 

The secretary’s responsibilities include: 

• convening meetings and booking rooms 

• dealing with correspondence 

• preparing agendas for meetings (in consultation with the chairperson) 

• taking the minutes of meetings  

• ensuring back-up information is available at meetings where required 

• responding to new member enquiries, then forwarding on to the treasurer for 
action 

• monitoring emails and clearing P O Box if necessary 

• assuming the role of Statutory Officer 

5. Treasurer 

The treasurer oversees the financial administration of ICW and reports to the committee. 
He/she is responsible for ICW’s finances, making sure they are clearly accounted for and 
that all reporting requirements are met. This means ensuring that ICW is currently in a 
healthy financial state and assuring its ongoing viability. 
The treasurer's responsibilities include: 

• ensuring that the finances of the organisation are managed appropriately 

• making recommendations to the committee about income and expenditure, 
investments and debts 

• keeping records of all incoming and outgoing payments 

• reviewing the annual statement of financial performance (profit and loss) and 
statement of financial position (balance sheet) 

• ensuring that the annual audit process is undertaken in a timely fashion according 
to legal requirements 

• providing regular financial statements to the committee and providing explanations 
where required 

• drawing up the annual budget in consultation with other committee members 
ensuring that sufficient funds are available always to support ICW’s liabilities 

• sending subscription invoices to new members and entering details on database 

The treasurer may be responsible for doing the banking, paying bills and tracking income 
and expenditure throughout the year. The treasurer will always have the final 
responsibility for ensuring that sufficient funds are available and the necessary processes 
for reporting are in place. 
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6. Portfolio Leaders 

To be completed 

7. Media Spokesperson(s) 

To be completed 

8. Historian 

To be completed 

Management Role Descriptions 

9. Project Leaders 

To be completed 

Advisory Panels Role Descriptions 

10. Panel Members 

To be completed 


