
MSE Support Roles – The Support Team 

 

Treasurer 

 

This role is currently being hosted by Jem in caretaker mode, pending the appointment of a 

treasurer from within the band. 

 

As treasurer, your prime responsibility will be to keep accurate and up-to-date records of our 

financial activities.  This is an important role, but it isn’t as complicated or time consuming as 

it sounds as our accounts are very simple indeed.  Last year we only had 20 transactions, 

which fitted easily on a single page! 

 

You will need to use a spreadsheet (Excel), and Jem will provide you with a template which 

we use to record income and expense items throughout the year.  Physical documents 

(invoices etc.) are kept in a single book and you will need to check our bank statements to 

ensure that they match the documents. 

 

At support-team meetings, you will need to provide an updated view of transactions as of that 

point in the year, cash held at the bank, and a view of upcoming expenses etc. 

 

Many of our transactions are conducted on-line, but you will also need to pay in cash and 

cheques to the bank a few times a year. 

 

At year end (August 1) Jem will work with you to check that our records are accurate and he 

will put together an annual summary and make notes to the accounts. 

 

 

Secretary 

 

We don’t have an active secretary currently 

 

As group secretary, your main task will be to attend support-team meetings, capture an 

accurate record of key conversations and actions, and provide a written record within a few 

days of each meeting (the minutes).  Jem’s tip – bring a laptop to the meetings and take notes 

as you go.  Tidying these up after the meeting is then a very short and easy activity. 

 

You’ll also be expected to keep records of the group’s general correspondence such as 

requests for concerts and arrangements with outside groups, and communicate these to the 

team.  Much of this material will be provided by others, so it’s generally just a case of print 

out a copy and filing it, or posting it to the web-site. 

 

  



Publicity Officer 

 

We don’t have an active publicity officer currently 

 

The aim of this role is pretty simple – to keep the world at large informed about our planned 

events, and to encourage folk to join the group. 

 

Jo Overty is a key contact here, as she will do much of the practical work in spreading the 

word through her contacts in the newspaper and radio world.  Therefore, all you will need to 

do in this respect is to summarise our concert plans and details of upcoming events (weekend 

workshops etc.) and pass them to Jo by email to enable her to prepare press releases. 

 

We also need to get some good publicity photos taken (this is an action outstanding from last 

year), and if possible make a video recording to spread the word via Manx Tube, both 

obviously being a group effort but co-ordinated by the publicity officer. 

 

Lastly, I'd like to see us reach out to schools and other groups to encourage new blood. 

 

 

Concerts and Events Organiser 

 

Guy is currently in post as Concerts and Events officer. 

 

This is one of our more active roles in terms of time and effort.  Key responsibilities include ; 

 

- Finding and arranging suitable concert opportunities / venues for the band (we should 

target a minimum of 6 concerts each year), and working with the venue holders and 

the support team to organise concert activities to eliminate those last minute surprises! 

 

- Planning / organising special events such as weekend workshops, trips out etc. 

 

- Ensuring that the arrangements for any of the above are fully understood and 

communicated to the team.  Jem has a checklist which is designed as an aide memoire. 

 

Important Note : Being responsible for organising events doesn't mean that the organiser has 

to do all the work.  This is clearly an area where everyone in the band can lend a hand, with 

the Concerts and Events organiser providing leadership and co-ordination. 

 

  



Socials organiser 

 

Andrea is currently in post as Socials organiser. 

 

“A band that plays together ... plays well together.”   In the last year or two, we’ve held just 

one event per year, sometime around Christmas. 

 

However, I’d like to see us arrange a get together outside of rehearsals once a term.  This 

doesn’t have to be expensive or complicated to arrange, with the focus being to get the team 

interacting freely with each other. 

 

 

Web-Site Manager 

 

This role is currently held by Jem 

 

As you know, we have an existing web-site which is currently in fairly good shape, and is 

kept up to date.  It features a sizeable library of sheet music and supporting files, and is the 

central point for sharing and communicating details of band activity to band members and the 

public. 

 

As the website currently stands, updates generally require me to use specific web-site 

software (the Blog is a notable exception).  However, I’m hoping to move increasingly 

towards a ‘content management’ based system which allows material to be updated by anyone 

with a computer and a password. 

 

Therefore, some of the workload in maintaining the site can potentially be passed to key 

support-team members such as the secretary, treasurer, concerts organiser and so on. 

 

 

Music Director 

 

This role is currently held by Jem 

 

This role is one of the more visible and active aspects of our band activities.  The M.D. has a 

fairly wide remit – basically everything that involves providing music, and practicing, 

rehearsing and performing it, and all aspects of player conduct.  Details of the M.D.’s role are 

provided in our constitution – which can be seen in the member’s area of the website 

 

 

  



Music Transcriptions / Arranging 

 

This role is currently held by Jem with support from Jackie 

 

Some of our music is bought-in, and some is home-grown. 

 

Home grown music is created 'from scratch' (sometimes using chord charts or piano music for 

basic inspiration), and this is carried out by Jem in a software product - Finale. 

 

This process takes anything up to 30 hours of trial and error, and once complete the score 

must be separated into individual parts, pages neatly formatted and prepared for uploading to 

the website.  Jem then usually adds a MIDI version and creates an MP3 to complete the set, 

then creates a page on the website and loads the various file together with a description etc.  

This adds another 2-3 hours to the process.  This is a clearly a major support activity. 

 

Bought-in music is usually supplied as sheet music / score only - but is sometimes supplied 

with an MP3 version and in the case of Jon Halton music - a MIDI too. 

 

Where we have no MIDI file to hand, we have so far created a transcribed version of the piece 

in Finale, then followed the process above.  Jackie can advise on the time taken to put 

together the basic transcription, but checking, formatting and posting the end result takes me 

anywhere from 1 to 5 hours depending on complexity and changes needed. 

 

At present, most players simply don't take advantage of the MP3 or MIDI files to practice 

against, so where no MIDI is provided, or created as part of the arrangement process, I see 

this as a time-consuming task that has little benefit for the band as a whole. 

The process of transcribing from a score into Finale is free, and there are free versions of the 

software available.  Therefore, I will look to those who feel they will benefit from having 

MIDIs / MP3s to practice against, to do the bulk of the transcription work.  I'm happy to 

check and correct any reasonable input work, then format and publish as normal. 

 

One point worth noting is that in creating transcriptions, your knowledge of music theory will 

undoubtedly be enhanced ! 


