
Korongata Marae Committee Roles and Responsibilities  

 

Marae Committee Chairperson:  

Chairing is a key role on any committee.  The Chairperson must ensure that the Marae Committee 

functions properly; that there is full participation during meetings; that all relevant matters are 

discussed; and that effective decisions are made and carried out.   

  

The responsibilities of a Marae Chairperson can be summarised under two areas: 

1. To ensure the Marae Committee functions properly. 

The Chairperson is responsible for making sure that each meeting is planned effectively, 

conducted according to the charter and that matters are dealt with in an orderly, efficient 

manner.  The Chairperson must make the most of all his/her committee members and ‘lead the 

team'. This also involves regularly reviewing the Marae Committee's performance and 

identifying and managing the process for renewal of the Marae Committee through recruitment 

of new members. 

2. To ensure the marae is managed effectively. 

The Chairperson must co-ordinate the Marae Committee to ensure that appropriate policies 

and procedures are in place for the effective management of the organisation. 

More specifically the Chairperson is: 

2.1. to support the Trustees in developing Marae strategy; 

2.2. to oversee the implementation of the Marae’ long and short term plans in accordance 

with its strategy; 

2.3. to ensure the Marae Committee is appropriately organized and has the ability to 

reappoint committee positions as required; 

2.4. to ensure the expenditures of the Marae are within the authorized annual budget; 

2.5. to assess the principal risks of the Marae and to ensure that these risks are being 

monitored and managed; 

2.6. to ensure effective information systems are in place; 

2.7. to ensure the Marae Committee has appropriate systems to enable it to conduct its 

activities both lawfully and ethically; 

2.8. to communicate effectively with whanau and the community; 

2.9. to ensure the integrity of all public disclosure by the Marae Committee; 

2.10. with the Marae Trustees, determine the date and time of the Annual General Meeting 

and help develop the agenda for the meeting; 



 

 

Marae Committee Secretary:  

The role of the Secretary is to support the Chair in ensuring the smooth functioning of the 

Management Committee.  

1. Ensuring meetings are effectively organised and minuted 

1.1. Liaise with the Chair to plan Marae Committee meetings 

1.2. Receiving agenda items from Committee Members 

1.3. Circulating agendas and reports 

1.4. Take minutes  

 

2. Maintaining effective records and administration 

2.1. Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) of the 

Marae Committee members. 

2.2. Filing minutes and reports 

2.3. Compiling lists of names and addresses that are useful to the organisation, including those 

of appropriate officials or officers of voluntary organisations. 

2.4. Keeping a record of the Marae Committee’s activities 

2.5. Keeping a diary of future activities 

2.6. Participate in the Finance sub group. 

  

3. Upholding legal requirements 

3.1. Acting as custodian of the Marae Committee’s governing documents  

3.2. Checking quorum is present at Marae Committee meetings 

3.3. Ensuring Trustee elections are in line with stipulated procedures 

3.4. Ensuring Marae Committee activities are in line with its objectives 

 

4. Communication and correspondence 

4.1. Responding to all Marae Committee correspondence 

4.2. Filing all committee correspondence received and copies of replies sent 

4.3. Preparing a report of the Marae Committee’s activities for the year, for the Annual General 

Meeting.   



Marae Committee Treasurer:  

In all of the following areas, the Treasurer is responsible for ensuring that effective financial systems 

and procedures have been established, are being consistently followed and are in line with best 

practice and legal requirements. 

  

1. General financial oversight 

1.1. Oversee and present budgets, accounts and financial statements to the Marae Committee 

1.2. Liaise with Marae Committee members about financial matters 

1.3. Ensure that appropriate financial systems and controls are in place 

1.4. Ensure compliance with relevant legislation. 

1.5. Participate in the Finance sub group. 

  

2. Financial planning and budgeting 

2.1. Prepare and present budgets for new or ongoing actions/projects 

2.2. Present revised financial forecasts based on actual spend. 

  

3. Financial reporting 

3.1. Present monthly reports on the Marae’s financial position 

3.2. Prepare accounts for audit and liaising with the auditor, as required 

3.3. Present accounts at the Marae AGM 

 

4. Banking, book-keeping and record-keeping 

4.1. Set up appropriate systems for book-keeping, payments, lodgements & petty cash 

4.2. Ensure everyone handling money keeps proper records and documentation 

 

5. Control of fixed assets  

5.1. Ensure proper records are kept 

5.2. Ensure required insurances are in place. 

 

6. Finance Sub Group 

It is not good practice for tasks associated with the finance function to be performed by one person 

without supervision from others. For this reason a finance sub group to manage and monitor the 

finances will be established comprising of the Treasurer, Marae Committee Chairperson and 

Secretary.  These three individuals will also have signing authority to the marae bank accounts. 



Korongata Marae Communications Officer: 

The Marae Communications Officer is responsible for communications to a wide range of 

stakeholders, including but not limited to Marae Trustees, Marae Committee members, whanau, the 

community and the public. The Marae Communications Officer may also from time to time, 

undertake actions on behalf of the Marae Trustees.   

The Marae Communications Officer is responsible for maintaining Korongata Marae social media 

accounts and the Korongata Marae Website.  A subcommittee may be formed at the discretion of 

the Marae Communications Officer. 

A monthly report to the Marae Committee is required. 

 

 

Korongata Marae Booking Officer: 

The role of the Booking Officer is to oversee general management of the marae booking process.  

The Marae Booking Officer: 

1. Maintains a reservations calendar and records all types of usage.   

2. Fulfils reservation requests by determining availability.  

3. Verifies customer information and payments. 

4. Presents monthly reports on Marae’s usage rates. 

5. Liaises with the secretary and key holders the booking requirements 

 

 

Korongata Marae Kitchen Facilities Monitor:  

The Kitchen Facilities Monitor oversees the kitchen area by:  

1. Maintaining a register of all kitchen equipment and assets.    

2. Participating in the checkout process.   

3. Reporting any kitchen damage to the Marae Committee. 

4. Undertaking ‘kitchen training’ for whanau as required. 

5. Present monthly reports on Kitchen Facility usage/ issues.    

 

 

  



Korongata Marae Wharenui Monitor: 

The Wharenui Monitor oversees the wharenui and ablutions block by:  

1. Providing access to wharenui and ablutions block when required 

2. Participating in the wharenui setup process.   

3. Participating in the checkout process.  

4. Reporting any damage to the Marae Committee. 

5. Present monthly reports on wharenui usage/ issues.    

 

 

 

Korongata Marae Head of Maintenance:  

1. Provide general maintenance of grounds and perform minor repairs as required 

2. Report damage or issues to the Marae Committee on a monthly basis. 

3. Report to the Marae Treasurer of all expenses incurred in the reporting month. 

 

 

Korongata Marae Committee Members: 

 Chairperson: Ryan Watene 

 Secretary/Treasurer: Michelle Ferris 

 Booking Officer: Ruth Wong 

 Kitchen Facilities Monitor: Irene de Theiry 

 Wharenui: Kylee Manihera & Susie Morrison 

 Kaitiaki/Caretaker: Edlin Morrison 

 Marae Communications: Ruth Wong 

 Trustee Rep: Christine Tamati 

 


