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Eligibility
* MUST be:

» Aged 18 years or over.

* A current member of the association.

+ Eligible to be a signatory on the association bank account.

* 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 for association agreements.

» Currently familiar with or willing to develop understanding of legislation and processes relating to
the financial management of 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, Stripe payment systems, Bendigo Bank systems and XERO
accounting software.

* Potentially useful experience/ skills/ attributes:

» Thorough, attentive to detail, methodical and orderly.

» Proactive, diligent and able to complete tasks in a timely manner.

* Trustworthy and impartial.

» Capacity to develop and implement internal controls, and continually assess and mitigate risks.

» Knowledge of and experience in financial processes, including budgeting, invoicing, record
keeping and reporting.

+ Ability to explain financial information to team members with diverse knowledge and experience.

Essential Duties

* Manage procedures, tasks, documentation and technological applications relating to association
financial management, banking and the receipt and payment of money.

* Manage procedures, tasks and documentation relating to association compliance with legislative
responsibilities (financial).

» Manage procedures, tasks and documentation relating to association budgeting, generally and for
specific initiatives.

* Manage procedures, tasks and documentation relating to association insurance and auditing
processes.

Additional Responsibilities

» If directed by the Executive Committee, act as 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):
» Financial Management.
* Banking.
* Insurance.
* Risk Management.

SEE ALSO Executive Committee Role Description.
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