



Roles & Responsibilities of Officers & Senior Management 2012-2015
These roles and responsibilities are based on those allocated for the 2009 – 2012 Presidential term and may need amendment after discussion at the February 2012 Officers meeting
The roles and responsibilities shown in underlined italics are specified by the recently adopted Constitution

President
· Is responsible for FIGO’s vision and direction (in concurrence with the Officers & Executive Board)

· Assumes overall responsibility for the activities of FIGO
· Chairs meetings of the Officers and Executive Board

· Ensures that the Vice President and President-Elect are kept fully apprised of all developments relating to FIGO and its activities

· Acts as President of the forthcoming Congress (Constitution Artice 6.1.8)
· Represents FIGO for transactions involving financial arrangements and property; FIGO may also be  validly represented by its Honorary Treasurer and/or Chief Executive in concurrence with the President (Constitution Article 8.5.1)
· During the first General Assembly, presents the list of societies proposed for election to the Executive Board (Constitution Article 8.2.1)
· Acts as President of the General Assembly (Constitution Article 7.1)
Vice President
· Undertakes responsibility for one or more of FIGO’s major programmes

· Represents the Officers whenever possible at meetings of the FIGO Committee for Capacity Building in Education & Training
· Deputises for the President (Constitution Artilce 8.2.7)
· On the death or incapacity of the President, the Vice-President assumes the presidency until the President-Elect is confirmed as President for the subsequent term of office (Constitution Article 3.1.1)
President-Elect
· Prepares for the Presidency (Constitution Article 8.2.9)
· Develops suitable programmes for initiation during his/her term as President
· Selects the Chair of the Congress Organising Committee for the next Congress subject to the approval of the Officers 

· Agrees the number and identity of members of the Congress Organising Committee determined by the Committee Chair
· Selects the Chair of the Scientific Programme Committee for the next Congress subject to the approval of the Officers (Constitution Artilce 10.1.1)
· Agrees the number and identity of members of the Scientific Programme Committee determined by the Committee Chair (Constitution Artcile 10.1.1)
· Acts as Guest Editor of the triennial World Report on Women’s Health

· Undertakes additional programmes as are agreed with the President

Past President

· Provides advice and guidance to the current President at his/her request

· Is responsible for on-going programmes that originated during his/her Presidency in consultation with, and with the agreement of, the President

· Co-chairs the Alliance for Women’s Health 

Honorary Treasurer
· Represents FIGO for transactions involving financial arrangements and property in concurrence with the President (Constitution Article 8.5.1)
· Assumes responsibility for financial planning in consultation with the Chief Executive and President

· Assumes responsibility for collecting subscriptions and other monies on behalf of FIGO in consultation with the Chief Executive

· Acts as an authorised signatory on FIGO’s bank accounts

· Reports on financial matters  annually to the Executive Board and triennially to the General Assembly

Honorary Secretary
· Draws up minutes of the meetings of the Executive Board and signs them jointly with the President 
 (Constitution Article 10.6)
· Is responsible for the custody of the records of FIGO (Constitution Article 8.5.4)
· Sends the agenda for the General Assembly to all affiliated societies three months before the date fixed for the General Assembly (Constitution Article 7.3.1)

· Liaises, in conjunction with the Chief Executive, with the legal profession on behalf of the President and the Officers in relation to contractual matters

All Officers
· Must complete such documentation as may be required of them under the terms of the Memorandum and Articles of Association of FIGO and the Companies Act 2006 to give effect to their appointment and to the end of their term of office. In particular, the Officers must consent to be Directors/Trustees of the UK registered charity and its related entities. (Constitution Article 3.1.5)
· Responisble for appointing a Chief Executive (Constitution Artcile 3.1.3)

· Seek nominations for Offciers and Executive Boatrd embers at elast six minhts prior to the General Assembly (Constitution Article 3.1.4)
· Circulate the list of nominations to member societies at least one month before the Congress starts (Constitution Article 3.1.4)
· Act as members of the Executive Board (Constitution Article 8.1.1)

· Speak and act only in the interest of FIGO as a whole
· Undertake as a body the specific responsibilities assigned to them by the President and Executive Board

· Act as Officers and Trustees of the FIGO Charitable Foundation

· Act as Directors and Members of the UK Registered Charity and its subsidiary “FIGO Trading Limited”

· At his/her individual discretion, acts in an “ex officio” capacity as a member of all FIGO Committees

· Acts as members of the Alliance for Women’s Health 

Chief Executive
1. Accountability & Responsibility

· Attends all meetings of the Officers in an ex-officio capacity (Constitution Article 6.2)
· Manages the affairs of the organisation (Constitution Article 3.1.3)
· Shall be responsible to the Executive Board for the fulfilment of all measures decided by the Executive Board (Constitution Article 8.5.2)
· Is in charge of the current business of FIGO (Constitution Article 8.5.2)
· For all important questions, consults the Officers (Constitution Article 8.5.2)
· Is accountable to the Officers and Executive Board of FIGO
· Participates in all FIGO business meetings as a non-voting member

· Represents FIGO as needed

2. Financial Roles

· Represents FIGO for transactions involving financial arrangements and property in concurrence with the President (Constitution Article 8.5.1)
· Carries out salary reviews in consultation with the Honorary Secretary, Honorary Treasurer and Administrative Director

· Supervises all aspects of the UK Charity, its subsidiary and  the US Charitable Foundation

· Prepares detailed narrative and financial reports to donors
· Is responsible for all aspects of FIGO’s financial accounting and reporting

· Ensures that the FIGO income and expenditure is recorded correctly

· Prepares and monitors all FIGO budget lines in conjunction with the Honorary Treasurer

· Acts as a bank signatory according to agreed rules

· Evaluates the resources needed to meet all of FIGO’s financial commitments

· In conjunction with the Honorary Secretary, liaises with FIGO’s auditors, bankers and lawyers
· Prepares financial returns required by donors & regulators 
· Prepares and monitors the annual budget with the Honorary Treasurer
3. Administrative Roles

· Is responsible for leading and directing all aspects of the day-to-day business of FIGO including personnel and finance

· Ensures that FIGO is effectively and efficiently organised to achieve its aims, objectives and strategic plans

· Co-ordinates the activities of FIGO and ensures the adequate recruitment and retention of high quality staff and promotes their ongoing development in line with FIGO’s objectives  

· Ensures that systems and processes are in place to provide effectiveness within FIGO in order to achieve its strategic aims and objectives

· Ensures that FIGO sustains the highest standards in all its activities

· Ensures that FIGO’s business plans are supported by strong professional management and effective operating systems

· Ensures that the departments within FIGO are working effectively to meet clear objectives and are continually striving to improve their performance

· Keeps under review and improves the monitoring of FIGO’s performance against agreed objectives including financial performance and the use and development of FIGO’s physical and human resources

· Administers the affairs of FIGO on a day-to-day basis, delegating authority to the Administrative Director, Project Director(s) and others as appropriate

· Supervises all the employees and departments of FIGO

· Implements the policies, procedures and activities approved by the FIGO Officers and Executive Board

· Prepares with the President the agenda for all Officers and Executive Board meetings

· Provides a report on FIGO activities at all Officers and Executive Board meetings

· Provides full support for the planning and implementation of the policies and activities of FIGO
· Ensures that the Executive Board and other Committees consider FIGO business at the appropriate time

· Supervises the work of FIGO staff to make sure that the workload can be dealt with effectively to acceptable levels of performance

· Ensures that any disciplinary code or code of practice is observed by staff

· Ensures that the governing instrument requirements are observed in particular reference to the General Assembly and the election of the Executive Board and Officers

· Supervises the production of the IJGO, FIGO Newsletter, Congress publications and all other FIGO publications – including the FIGO Website – in conjunction with the Administrative Director

· Performs other duties as assigned from time to time by the Officers and Executive Board

4. Policy Roles

· Develops with the Officers and Executive Board of FIGO strategies, policies and plans for the future development of the organisation

· Prepares a Strategic plan

· Prepares grant proposals in conjunction with, where appropriate, the Project Director(s)

· Prepares and implements plans for funding of FIGO activities 
5. External Roles & Liaison

· Develops close working relations with key external stakeholders, member societies, and allied organisations

· Maintains excellent relations with recognised social and professional groups and ensures that FIGO maintains a positive image with all opinion formers in respect of its plans and policies
· Liaises with other organisations and the pharmaceutical industry to solicit funding

· Develops, maintains and strengthens liaison with, and capacity of, national societies and other international organisations in official relations with FIGO
· Develops and implements a communications strategy to profile FIGO's expertise

· Develops and implements an IT strategy to support the mission and strategic direction of FIGO
Administrative Director
· Assists the Chief Executive in the fulfilment of his/her duties

· Deputises, wherever feasible and practicable,  for the Chief Executive in his/her absence

· Reports directly to the Chief Executive and is accountable to the Chief Executive, Officers and Executive Board of FIGO

· Participates in FIGO business meetings at the request of the Chief Executive and/or FIGO Officers

· Co-ordinates the day-to-day running o f the Secretariat

· Carries out salary reviews in consultation with the Chief Executive, Honorary Secretary and Honorary Treasurer

· Assists the Chief Executive in the preparation and monitoring of all FIGO budget lines

· Acts as a bank signatory according to agreed rules

· Assists with the preparation of financial returns required by donors & regulators 
· Assists with the preparation and monitoring of the annual budget with the Chief Executive
· Administers in consultation with the Chief Executive the affairs of FIGO on a day-to-day basis

· Provides full support to the Chief Executive in the planning and implementation of the policies and activities of FIGO
· Supervises the work of FIGO’s administrative staff to make sure that the workload can be dealt with effectively to acceptable levels of performance

· Assumes responsibility in consultation with the Chair of the Congress Organising Committee for supervising Secretariat activities in relation to the FIGO World Congress of Gynecology & Obstetrics
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� In practice, the Minutes are prepared by the Secretariat and approved by the President and Honorary Secretary






