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President 
 

1 Take overall responsibility for the Petroleum Women's Club, Oslo. 

Represent the Club and its members, and in an emergency take decisions on 

the Club's behalf, bearing in mind the Rules of the Club and the Club's 

traditions. Report these decisions to the Committee and members as soon as 

possible. 

 

2 Take overall responsibility for the Club's Meetings – keep meetings in order. 

Make a short speech welcoming members and guests and giving them the 

latest Club news. Liaise with the other officers and team leaders in case they 

wish to include any items of news or information. 

 

3 Chair the committee meetings. 

 

4 Submit a monthly write-up for inclusion in the newsletter, including a short 

review of the previous month's meeting and any pertinent information relating 

to the current month. 

 

5 Deal with enquiries about the Club. If she cannot deal with any enquiry 

herself she should pass all the relevant information to the appropriate person 

so that they can answer the enquiry. 

 

6 Book Høvik Church Hall for the monthly meetings  

Bookings are made half-yearly by the calendar year, not the Club year. 

(Bookings for Sept-Dec meetings have to be made in May, those for Jan-May 

have to be made in Oct/Nov) 

 

7 Organise the June and Christmas Lunch for members.  Select a venue after 

discussion with the Committee and negotiate a price for the food (and drink if 

appropriate).  Keep track of those attending and their payments – liaise with 

the Treasurer.  Make a short speech on the day 

Ensure that the charity representative signs a receipt for any monies handed 

over by the club. 

 

8 Oversee all the administrative details of the Committee Hand-Over Party 

Ensure that all the people who should receive invitations have been invited. 

And all the necessary information and records are passed from the retiring 

committee members to the new. 

 

9 Liaise closely with the Activities Team, as and when necessary – e.g. if there 

is a special event. 

 

10 Ask members to suggest charities to be considered for support by the Club.  

 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
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Vice-President 

 
1 Stand in for the President, as and when necessary. This may be at very short 

notice – or even no notice at all. 

 

2 Arrange the theme or topic for ordinary monthly meetings of the Club.  

N.B.The President deals with the arrangement for the AGM part of the May 

meeting and for the June Lunch. 

 

3 Make initial contact with potential speakers, giving them as much notice as 

possible. 

- Explain who we are, and ask them if they would be willing to speak to us 

- A fee may be paid from PWC funds to a visiting professional speaker. 

 

4 If, they agree to speak, follow up with a letter/email to 

- Check if the speaker needs special equipment and if so, who will provide it. 

- Confirm the date, time and place at which the speaker is to speak 

- Timetable the meeting itself – i.e. arrange when the speaker will begin 

speaking and for how long. Allow for question and answers time. 

- Ask speaker to provide a brief career history  

 

5 Keep the committee informed of the coming months' speakers and tell the 

members about the theme, topic, or speaker each month in the ,ewsletter. 

 

6 Contact the speaker a week before the meeting, as a polite reminder, and to 

check in case there are any changes in the arrangements. Buy a gift for the 

speaker – this is usually wine, flowers or chocolate – budget approx. 100 Nok  

 

7 Arrange the hall, with the help of the other committee members, for each 

meeting, as appropriate. 

Greet the speaker and look after them 

Introduce the speaker 

After the talk, thank the speaker and present the gift 

 

 
,OTE: All Committee Members present should help get the hall ready for meetings and help 

tidy up. 
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Treasurer 
 

1 Be responsible for all monies received and paid by the Club. 

The Activities Team hold funds, collects payments and pays bills, in connection with 

the activities it organises for, and on behalf of, the Club. 

Any balance at the end of the year should be transferred to the Treasurer. 

 

2 Be a signatory for the Club bank account. 

 Ensure two other officers of the club are back-up signatories. 

 

3 Issue cheques/giros/cash when authorised by the Committee e.g. pay the bills for the 

hire of the hall, the Xmas & June Lunch, Post Office Box. 

 

4 Make other payments, as instructed by the Committee.  

Reimburse committee or ordinary members, on production of a receipt, for 

legitimate expenses incurred on behalf of the Club. 

If the Treasurer has any doubt that a bill should be paid by the Club, she should refer 

it to the Committee. 

 

5 At Club meetings: 

Collect returning members' and new members' subscriptions and ensure a receipt is 

given (250 NoK in 2007/2008). 

If a new member has been a guest at a previous meeting in the current PWC, Oslo 

year, deduct the 40 NoK guest fee from their annual subscription. 

Collect guest and visitor fees (currently 40 NoK).  

Pay the childminder (currently 350 NoK per session) and collect crèche fees 

(currently 40 NoK per session). 

Give the charity/raffle team the cash float for the meeting and collect their takings 

before the meeting finishes. 

 
6 Attend Committee meetings and give an updated monthly report of the total of bank, 

cash and Charity balances. 

Advise the Committee on the financial implications, for the Club, of any ideas or 

activities that are proposed (i.e. don't let the Committee agree to subsidising or 

paying for over-ambitious plans!). 

 
7 Maintain the Club's account books  

Keep accurate and up to date records of correspondence to and from the Club. 

 File all receipts 

Prepare accounts as at the end of June (end of Committee/Club year) 

 
8 Prepare a year-end (30 June) balance sheet to be presented to the members in the 

September newsletter. 

 

9 Hold one of the two keys to the Club's post box in Høvik Post Office. The other key 

holder is the Secretary. Contact the Post office if a key needs replacing. 

 Liaise with the Secretary to ensure the post box is emptied regularly. 

 Pass letters to the appropriate person. 

 

 
,OTE: All Committee Members present should help get the hall ready for meetings and help 

tidy up. 
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Secretary 
 

1 Attend Club committee meetings. 

 

2 Take minutes - make the written record – of all Club committee meetings and 

of any other meetings when asked to do so by the Officers or the Committee 

 Ensure the minutes are in a format that is easy to follow. 

Indicate clearly, in the minutes, who is to carry out the actions decided on by 

the committee 

 

3 Send out notices to, and minutes of, committee and other meetings, as 

instructed by the committee. Be responsible for all official Club 

correspondence (get copies of all letters sent to, or from, the Club, for 'the 

record') 

 

4 Socialise with new members and guests at monthly meetings. (Look out for 

people with stickers on name labels).  Be prepared to help out with other 

responsibilities at meetings if required. 

 

5 Hold one of the two keys to the Club's post box in Høvik Post Office. The 

other key holder is the Treasurer. Contact the Post office if a key needs 

replacing. 

 Liaise with the Treasurer to ensure the post box is emptied regularly. 

 Pass letters to the appropriate person. 

 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
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Membership 
1 Keep membership forms (in PWC membership file) and lists (Excel format) 

up-to-date throughout the year. 

 

2 Distribute updated membership lists by e-mail: 

to Committee members throughout the year 

to the website co-ordinator (monthly) 

to the newsletter editor (monthly with notice of any changes and 

including the names and addresses of visitors who might become 

members) 

 

3 Produce name badges (labels) for all members.  

Make coloured badges for committee members so that they can be 

identified easily. 

At monthly meetings, lay the badges out prior to the meeting so that 

members can collect them on arrival. 

Collect the badges at the end of the meeting. 

         

 

4 Guests and Visitors 
Ensure they write their name and address in the Visitors’ Book legibly 

and pay the guest fee to the Treasurer. 

Give each guest a stick on name label. 

Make clear the benefits of full membership of the club 

 

5 ,EW members 

Ensure each new member fills in the membership form 

Ensure each new member pays their subscription to the Treasurer 

Give them a badge with a red heart to signify they are a new member 

(change to ordinary badge after one more meeting) 

 

 

6 Write a short paragraph for every Newsletter e.g. to welcome new members, 

annual fees, changing details etc. 

 

7 Attend committee meetings 

Give the committee an updated figure for membership 

 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
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,ewsletter 

 
Collate the information to be printed in the newsletter: 

Routine reports from monthly meetings, activities, hospitality, committee 

meetings etc.  

Useful information from the membership and other sources, to fill gaps and 

to make the newsletter more interesting and informative to members. 

Produce the newsletter in an application of your choice (currently 

Pagemaker), editing submitted articles if necessary.  

Proof read the newsletter – or get someone else to!   

 

Printing 

Print out a 10 copies of the newsletter each month (more in September) so 

that there are some that can be given out to new members at the monthly 

meetings (The Club owns a large stapler for stapling the newsletter if 

necessary, and a tape dispenser and tape.) 

Liase with treasurer to claim any printing expenses back. 

 

Distribution 

 

Email the newsletters to all the members by the weekend after the committee 

meeting 

Liase with membership coordinator to keep the email list up to date 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
March 08 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Hospitality 
Helpful hints, based on experience! Share out these duties between you, as you see fit. 

 

1. Ensure that a list is on the Activities Table at each meeting for volunteers to 

sign up to donate goodies for the next month’s meeting. 

 

A few days before each meeting, call or e mail those who have signed up to 

remind them of their offer, and to check that they are still able to provide the 

goodies.  Remind volunteers that they do not have to bake. Fruit, cheese and 

biscuits, vegetables and dips as well as cakes and biscuits are always 

appreciated. 

 

If there are not enough volunteers or too many drop out, then call members 

systematically from the membership list to find replacements.  This means that 

the Team must have an accurate record of who has recently provided goodies 

and have an up to date list of members and their telephone numbers.  (There 

should be no need for anyone to provide food more than once during the year, 

if everyone does their bit!). 

 

2. Attend the monthly meetings.  The Hospitality table needs to be ready for the 

start of the meeting - 10am – allow at least 30 minutes to prepare everything. 

 

 Do not forget to bring fresh milk to each meeting.   We usually bring two 1 

litre cartons.  This has always been enough.  Put one out on the table and then 

if the other is not needed it can be easily transported afterwards. 

 

,OTE:  The space between the second room divider and the kitchen is used 

for the crèche.  Therefore you most ensure that the door leading directly from 

the kitchen to the meeting hall is LOCKED SHUT before the crèche begins.  

This means that once the crèche is in session, the Hospitality team must use 

the longer way round to carry fresh supplies to the Hospitality table.   

 

Before the meeting:  Prepare the dishwasher for use as per instructions.  Fill 

and boil the kettle for making tea and use the coffee machine to make fresh 

coffee.  Instructions for the coffee machine are on the wall behind the machine 

(in Norwegian and English). 

 

Rearrange the tables and chairs in the main hall ready for people to sit at and 

eat and drink.  Cover tables with table cloths and place tea lights on each one.  

Lay the Hospitality table with cups, saucers, teaspoons, plates, forks, napkins, 

glasses, tea, decaffeinated instant coffee, milk, sugar, sweeteners and 2 jugs of 

cold water.  Fill 3 flasks with hot water for tea and 4 flasks with coffee (check 

lids are on securely).  Use the large trolley to carry things to the Hospitality 

table and to be a collecting point for used crockery etc. 

 

During the meeting, boil kettle to refill the tea flasks and make more coffee 

as required.  Take the flasks to the kitchen to be refilled – do not carry hot 

coffee pots or kettles full of hot water into the meeting room. 

 



Ensure that the trolley is close to the Hospitality table so that the members 

can put their used crockery etc. on it.  Have a bowl on the trolley for used tea 

bags and tea spoons. 

 

Replenish and tidy the Hospitality table, and tidy the trolley, so that things 

always look welcoming. 

 

At the end of the meeting collect any remaining dirty crockery and return it 

to the kitchen for washing up. 

 

Any unused milk from opened cartons can be put in the fridge for the 

International Mother and Toddler Group which meets in the hall on 

Wednesday mornings.  Please leave a note on the side by the fridge to let them 

know that the milk is there. 

 

Leave the kitchen and hall clean and tidy, as you would wish to find them.  

There is a plan on the wall of the hall, near the kitchen door, which shows how 

the tables and chairs should be arranged. 

 

 

3. Ensure that the sign up sheet for providing food for the next meeting is 

collected from the Activities table.  The names of those who provided food for 

the current meeting should be passed to the Newsletter Editor (usually done by 

e mail). 

 

 

4. Replenish the Hospitality stocks as required with coffee, decaffeinated 

coffee, tea bags, sugar, sweeteners, napkins, matches and tea lights.  Keep 

receipts and collect expenses from the Treasurer. 

 

 

5. Ensure that the new committee is aware that they have to provide the goodies 

for the September meeting. 

 

Remember that the Hospitality Team, or its equipment, may be needed at other 

PWC events – such as the Newcomers Coffee Morning – so there should be a 

close liaison between the Hospitality team and the Activities Team. 

 

If you are unable to attend a monthly meeting or other PWC activity where 

Hospitality team is on duty, please tell your team mates.  Please do the same if 

you are unable to attend the PWC Committee meeting.  One member from the 

Hospitality team should attend the Committee meeting if possible. 

 

Two large plastic boxes are used to store the PWC supplies.  They are kept 

above the cups/flasks cupboard in the kitchen.  Please be careful when moving 

up or down – they are heavy.  These also contain easy to use instructions for 

the dishwasher. 
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Activities Team (at least 3 members) 

 
1 Organise recreational, social and cultural activities to meet the expectations of the 

Club's international membership. 

 

2 Ensure that one Activities Representative attends Committee Meetings to speak and 

vote on Activities' behalf. 

 

2 Give information to members, at monthly meetings, about the Activities on offer. 

Give members as much notice as possible of Activities, and reminders. 

 

3 Make sign-up sheets available at monthly meetings for forthcoming Activities.  Ask 

members to write their names and email addresses clearly. 

 

4 Liaise closely with the newsletter team so that information about Activities can be 

included in the appropriate issue of the newsletter.  If possible, a note of 'forthcoming 

activities' is useful, so members can mark their diaries. Then the full details, 

including directions by car and public transport if necessary, are printed in the 

appropriate issue of the newsletter. 

 

5 Collect deposits and full fees for Activities as appropriate. Be fair, but firm, about 

payment! 

 

6 Work with the Hospitality Team, as and when necessary. The Club's equipment is 

available for use by the Club as and when needed – not just 3
rd
 Tuesdays of the month 

 

7 Keep the President informed of all Activities – particularly if there are problems or 

difficulties. 

 

8 Arrange for any digital photographs taken at major trips/events to be sent to website 

co-ordinator.  

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
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Web-Site  
 

1 Ensure annual subscription is paid (liaise with Treasurer for payment). 

 

2 Collate the information to be included on the website e.g. 

  Club information 

  Useful local information 

  Useful websites 

  Other PWC sites 

   

3 Update the website at regular intervals to include latest information including: 

  Membership List (Liaise with Membership) 

  ,ewsletter 

  Monthly meetings 

  Activities 

   

4 Ensure confidentiality of PWC, Oslo membership. 

 

5 Change passwords annually and send out to new members so they can 

access the password protected areas of the website. 

 

6 Liaise with Activities team for photos of events/trips etc. 

 

 

 

 

 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
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Charity/Raffle Team (2 members) 

 

1 One of the team to attend all Club meetings (or arrange substitute). 

 

2 Obtain prizes for the raffle. Contact companies, shops, restaurants etc. to see 

if they will donate a prize. They may see it as an advertisement! Tell potential 

donors who we are – details of the Club and of the charity we are raising 

money for (and who we've supported in the past). 

 

3 Sell raffle tickets to members and guests at monthly meetings and at other 

Club meetings and functions (the Committee may arrange for a free 

raffle/draw for members e.g. at the Christmas &/or June Lunch). 

 

4 Ticket prices are (at November 07) 20 NOK for 1 ticket, 50 NOK for 3 

tickets. 

 

5 All money raised by the raffle goes to the Charity fund.  

A float of 200 NOK is provided by the Treasurer for change. 

At the end of the meeting the money, and a note of the amount raised is 

passed to the Treasurer. 

 

6 Liaise with the President or Vice-President about when the raffle will be 

drawn.  

It is traditional for the speaker, or a visitor or a guest, to draw the first ticket – 

usually just after the speaker has finished. The winner of that prize draws the 

next ticket etc. 

 

7 Send a list of the prize winners and donors of the prizes to the newsletter team 

 

 

8 Liaise with the Club's chosen charity 

Find out if there is a specific project or piece of equipment the Club 

could help with rather than to pay a sum of money into a bank account. 

Brief the charity on our fund-raising progress. 

 

 

 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 

 

 

 

 

 

 

 

March 2008 

 



 

 

Crèche Co-ordinator 
 

1 Organise the crèche for monthly meetings, and for any other Club meetings or 

activities if asked to do so by the Committee. 

 

2 Liaise with babysitter. 

 

3 Put full details of the arrangements for the crèche for each meeting, or event, 

in the newsletter. Make the deadline for booking a place in the crèche 

absolutely clear. This deadline is essential because the Club needs to know 

how many children there will be so that enough sitters can be provided. 

 

4 If considered necessary, draw up an information sheet for mothers using the 

crèche. 

 

5 The price, for an ordinary monthly meeting, is 40 Nok per child. 

 

6 The fee is paid direct to the sitter by the Treasurer. The Club guarantees the 

sitter 350 NoK, so you need to make sure it is worth having one. 

 

7 In general it is not possible to give a place to a child who has not been booked 

in – only exception would be if the mother is new and there is enough space in 

the crèche. 

 

8 The Club has the use of the toys stored in the extreme left-hand drawer under 

the stage in the Hall. This is usually covered by the piano, which has to be 

pushed out of the way – beware it is heavy. 

 

 

 

 

 

 

 

 

,OTE : All Committee Members present should help get the hall ready for meetings 

and help tidy up. 
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