
 
 

Wealden Liberal Democrats Executive Committee 
Local Party Officer Job Profiles 

 
Local Party Chair 
 
Taking on the role of local party Chair can be a lot of responsibility, but we have 
plenty of resources to make it easier for you and for you to get the support you 
need. The chair is responsible for local party data protection, which includes 
taking responsibility for any data breaches. The Chair, along with all members of 
the executive, takes on responsibility for managing the membership.  
 
Vice Chair 
 
The Vice Chair deputises for the Chairman and acts as the ‘Chief Operations  
Officer’ (COO) to ensure all Officers are well supported to carry out their duties.  
As a Vice Chair you will ensure our Local Party’s strategic plan is implemented  
and that we reach our agreed targets.  
 
Treasurer 
 
The Treasurer is a vital role. As treasurer you will need to prepare budgets and 
financial targets for discussion by others and advise on the implications of 
spending decisions. The treasurer is also responsible for the practical side of 
managing the local party's finances, such as paying in bills, ensuring compliance 
with financial and election laws, and developing and reporting on the annual 
budget and end of year accounts.  
 
Data Officer 
 
The Data Officer is a key role with overall responsibility for the use and 
maintenance of data, supporting local party members and candidates in using 
data effectively and intelligently, and ensuring GDPR compliance. The Data 
Officer will have logins to up to three databases (including Lighthouse for 
membership and Connect for campaigns) and also oversees membership 
management, along with the Membership Officer & other Exec Members.  



 
Secretary 
 

The Secretary is a key role because good administration is crucial to running the 
local party and ensuring that the party is ready at election times. Being 
organised year-round means you'll stay organised when it matters most. The 
role of local party Secretary is to ensure that the party functions effectively and 
in accordance with the local, regional, national and federal party constitutions. 
The Secretary ensures that the processes and rules laid out in the constitution 
are enacted, and that the decisions made by the local party's executive 
committee are constitutional. Duties include: preparing and circulating meeting 
agendas, recording the minutes, ensuring our Local Party adheres to our 
constitution and keeping the diary of all Local Party events.  

 
Media Officer 

The Media Officer communicates the local party's activities and achievements to 
the community. This helps develop the party's reputation, but crucially it tells 
voters what the local Liberal Democrats team is campaigning for. This means 
that when we canvass our voters, they will hopefully already have heard of our 
activities. Channels for communication are the local party website, the social 
media channels of the local party and any of its prominent members, such as 
councillors, as well as the local and regional press in our area.  

Membership Officer 
 
The membership officer is responsible for recruiting and reaching out to new 
members and supporters, and keeping them engaged by organising regular 
social events. They are also the point of contact for existing members, 
overseeing Internal Communications such as the quarterly WLD Newsletter, 
managing the ‘Buddies’ system and monitoring the membership payments. The 
membership officer - together with the Data Officer - makes sure all data and 
information on local members is kept updated and usable by the local party.  
 
Executive Committee Ordinary Member (up to 9) 
 
Each local party has people elected to their Executive Committee as Ordinary 
Members who do not hold specific roles. These are people who help by having a 
say in how the local party is run by attending and participating in Executive 
Meetings, and by taking on ad hoc roles and helping with special projects. 


