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Roles & responsibilities 
 

Chairperson: The Chairperson has a role to play in representing the vision and purpose 

of the campaign. The Chairperson ensures that the committee functions properly, that 

there is full participation at meetings. S/he ensures that all relevant matters are discussed 

and effective decisions are made and carried out. S/he also facilitates change and 

addresses conflict within the committee: liaises with the organizer to keep an overview of 

the campaign: ensures responsibilities for particular roles are met. S/he advocates for 

and represents the campaign at external meetings and events.  

Qualities and Skills Required: Good communication and interpersonal skills. Impartiality, 

fairness and the ability to respect confidences.  Understanding of the responsibilities that 

come with specific roles. Ability to ensure decisions are taken and followed-up. Good 

time-keeping.  

Vice Chairperson: Steps in when the chairperson is not available to fulfill his/her role. 

Recipient list manager(s): Communicate with recipients of last year, manage new 

recipients. Compile list with required detailed information. Submit them in accordance 

with deadlines.  

Qualities and Skills Required: Good communication and interpersonal skills. Impartial, 

fair. Discrete and respectful. 

Head recipient list manager: Communicate with list managers for deadline, answer any 

questions. Compile list and manage correspondence to recipients (reminder notes). 

Qualities and Skills Required: Good communication, organized, discrete and respectful. 

Media spokesperson: The Media spokesperson represents the committee and 

effectively communicates the vision and purpose of the campaign on its behalf to the 

public.  Promotes the campaign in line with the communications plan (i.e. CBC, QCT or 

LinQc interviews). S/he shares updates on progress of campaign, fundraising objectives, 

fundraising events, volunteer needs and sharing your story to public. Stays abreast of 

campaign news in order to share it. Liaises with communications person who can adjust 

the communications plan as it unfolds.  

Qualities and Skills Required: Dynamic speaker. Good memory for dates, people’s 

names, organizations on committee. Tactful (can put a good spin on a difficult/unforeseen 

situation or make a good plea for donations). Collaborative and flexible. 
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PSA recorder(s): PSA recorders will call in to CBC to record a public service 

announcement over the phone during the campaign to detail our needs. You record your 

pre-written text (provided by our Communications person) according to the date set on 

the text given to you.  

Qualities and Skills Required: Be articulate and expressive. Respectful of deadlines. 

Article writer(s): Article writers submit an article on the progress of campaign, 

fundraising objectives, fundraising events, volunteer needs and sharing your story 

(provided by our Communications person). You submit them in accordance with 

deadlines set with QCT rep at the committee meeting.  

Qualities and Skills Required: Excellent writing skills. Respectful of deadlines.  

 

Purchaser: The purchaser coordinates with the Distribution Bo Fruits, Nutrioeufs, IGA 

Poulin. Confirms the quantity and pricing, relays to the JHCP for payments. Ensures that 

quantities are exact when delivered.  

Qualities and Skills Required: Good interpersonal skills. Tactful and diplomatic. 

Meticulous and good with numbers. 

Donation/supplier contact(s): Donation or supplier contact arranges or confirms the 

logistic of receiving the donated or supplied good (i.e. truck rental, boxes). S/he maintains 

a good relationship with the donor/supplier and communicates the contribution to the 

committee. Confirms the quantity needed and ensures that quantities are exact when 

delivered. 

Qualities and Skills Required: Good interpersonal skills. Tactful and diplomatic. 

Resourceful and good with numbers. 

Organizer: Organize, collect and share all information pertinent to the logistics of the 

campaign and its implementation with the committee. Coordinate all resources to ensure 

that everything happens. 

Volunteer manager: Promote, recruit and manage volunteer interest (registration, 

instructions). Greet, orient, coordinate on site.  

Social Media writer: The social media writer will plan, create and disseminate 

information which promotes the objectives of the campaign, including fundraising events, 

volunteer needs and sharing your story.  

Qualities and Skills Required: Excellent writing skills in English and French, good 

comprehension of online tools such as Tweet Deck and Facebook. Able to link up with 

partners and their social media outlets.  

 


