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Eligibility
* MUST be:

» Aged 18 years or over.
* A current member of the association.
* Must NOT:
* Have held the same office for two consecutive terms immediately prior to nomination for office.
» Concurrently hold any other position on the Executive Committee or Advisory Council.
» IDEALLY will be:

» Eligible to be a signatory on the association bank account and/ or a signatory for association
agreements.

» Currently familiar with or willing to develop understanding of legislation and processes relating to
entities registered as incorporated associations with Fair Trading NSW and the Australian Tax
Office.

» Currently familiar with or willing to develop understanding and skills in maximising effective use of
Microsoft 365 applications, WordPress, and Zoho applications.

* Potentially useful experience/ skills/ attributes:

+ Being methodical and detail oriented.

» Being highly organised, orderly and well-prepared.

» Capacity to work productively with team members, individually and as a group.

» Capacity to maintain protocols and objectiveness, and record accurate notes during meetings.

* Previous knowledge and/ or experience of committee procedures and meeting minuting protocols.

Essential Duties

* Manage procedures, tasks and documentation relating to association meetings and meeting
procedures.

» Act as the primary correspondence point within the association and between the association and
external correspondents, and manage procedures, tasks and documentation relating to association
correspondence.

* Manage systems, procedures, tasks and documentation relating to association record keeping, and
monitor Executive Committee compliance with legislative and association protocols.

+ Manage systems, procedures, tasks and documentation relating to official association documents
and, and monitor Executive Committee compliance with legislative and association protocols.

Additional Responsibilities

» If directed by the Executive Committee, act as a signatory for the association bank account/s and/ or
a signatory for association agreements.

» If directed by the Executive Committee, act as a convenor and chairperson for specified sub-
committee/s, working groups and/ or interest groups.

» If directed by the Executive Committee, coordinate review and implementation of association policy
and procedures relating to essential duties of the office, including (but not limited to):
» Conduct of Meetings.
» Correspondence.
* Record Keeping.
* Legislative compliance.

SEE ALSO Executive Committee Role Description.
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