AWOBA Administration and Operations Management Policy
Purpose: The purpose of this Administration and Operations Management Policy is to provide a structured approach to the management of day-to-day operations at the Allan Wilson Old Boys Association (AWOBA). This policy outlines the administrative functions, accountabilities, and operational procedures necessary to ensure that AWOBA efficiently fulfills its mission and objectives, in alignment with the AWOBA Constitution.
Scope: This policy applies to all personnel involved in the administration and operations of AWOBA, including committee members, the Executive Director/CEO, and other appointed staff.
1. Roles and Responsibilities
1.1 Executive Director/CEO:
· Operational Oversight: The Executive Director/CEO is responsible for the day-to-day management of AWOBA, ensuring that all operations align with the strategic objectives established by the Central Committee.
· Implementation of Policies: The Executive Director/CEO shall implement and enforce policies set forth by the Central Committee and facilitate effective operational practices across all committees.
· Budget Management: Responsible for managing the budget, including supervision of income and expenditures, and ensuring compliance with financial regulations.
· Communication: Serve as the primary point of contact for all external communications, media relations, and stakeholder engagement.
1.2 Central Committee:
· Strategic Guidance: The Central Committee provides strategic oversight and direction to the Executive Director/CEO, who implements the strategies as laid out in the Constitution.
· Performance Evaluation: The Central Committee shall assess the performance of the Executive Director/CEO on a regular basis, ensuring alignment with the organization’s objectives and expectations.
1.3 Committee Chairs:
· Operational Coordination: Each Committee Chair is responsible for coordinating their committee's activities, ensuring clear communication of objectives, and reporting progress to the Central Committee.
· Collaboration: Chairpersons must collaborate with the Executive Director/CEO to align committee functions with overarching organizational goals.
2. Administrative Procedures
2.1 Meeting Management:
· Scheduling Meetings: The Executive Director/CEO will coordinate and schedule all operational meetings, ensuring that agendas are prepared, discussions are facilitated, and minutes are accurately recorded.
· Documentation: The Secretary/Communications Chief is responsible for maintaining records of meetings, including minutes, attendance, and any decisions made.
2.2 Financial Management:
· Budgeting Process: The Executive Director/CEO, in collaboration with the Treasurer, is responsible for preparing an annual budget based on projected revenues and expenses. This budget will be reviewed by the Central Committee for approval.
· Financial Reporting: Regular financial reports, which include updates on income, expenditures, and fundraising efforts, will be prepared by the Treasurer and presented to the Central Committee for review.
2.3 Risk Management:
· Risk Assessment: The Audit & Risk Chair will periodically assess organizational risks and support the Executive Director/CEO in developing strategic responses to mitigate identified risks.
· Reporting Mechanism: All committees will provide regular reports on operational risks and concerns to maintain organizational stability.
3. Performance Accountability:
· The Executive Director/CEO will be evaluated based on clear performance indicators, including operational effectiveness, financial management, stakeholder engagement, and success in implementing the strategic vision of AWOBA.
· Annually, the Central Committee will conduct a performance review based on these indicators to ensure accountability and operational excellence.
4. Collaboration and Communication:
· Internal Communication: The Executive Director/CEO will ensure open lines of communication within teams and across committees, fostering a culture of inclusiveness and collaboration.
· Member Engagement: Active efforts shall be made to engage members through various forums, updates, and feedback mechanisms to promote transparency and accountability in operations.
5. Amendment and Review:
· This Administration and Operations Management Policy is subject to review annually by the Central Committee, with the ability to amend procedures and responsibilities as necessary to reflect improvements and organizational needs.
Conclusion: By adhering to this Administration and Operations Management Policy, AWOBA will effectively streamline its operational processes, ensure strategic alignment with its mission, and continuously enhance its ability to serve its community of alumni and current students. All members are required to commit to this framework to foster a productive and resilient organization.

