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	          Steering Group Role Description
     October 2025
            Information Leader



Purpose of the Role
· To manage the LSR Dropbox
· To manage the process of monthly group reporting
· To manage the LSR website File Share facility
· To collate information for LSR’s Annual Report 

Key Tasks/Responsibilities/Activities
· Compile and circulate the monthly group report 
· Create and circulate the monthly statistics report
· Create and circulate the Master List of Texts
· To ensure digital copies of texts used are uploaded to LSR Dropbox
 and the website File Share facility
· To delete texts in accordance with our copyright licence.
· Collect evidence from Reader Leader reports to feedback to the Steering Group and for potential use in the Annual Report / funding applications
· Regularly review the LSR Dropbox account ensuring that the file storage limit is never exceeded
· Organise/reorganise the LSR Dropbox to make information easy to file and easy to find
· Organise/reorganise the LSR website File Share area to make information easy to file and easy to find
· Report to the Steering Group any trending of “Ows” for review & remedy

Key Objectives
· Ensure that all group meetings are recorded in Google Docs
· Monthly group reports are circulated in good time
· Keep the LSR Dropbox file storage facility below 2gb capacity
· Information is readily accessible and available across Dropbox and File Share
· Keep volunteers informed about what may be of interest to them

What does Success look like
· LSR Dropbox file storage is always below the 2gb capacity
· Volunteers know where to find the information they are looking for
· Volunteers know what information is in the Dropbox and what’s in the website File Share
· LSR information is easy to file and easy to find
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