The role of the chairperson or president
The attributes of an effective chairperson / president include:
· being well informed about all the organisation activities
· being aware of the future directions and plans of members
· having a good working knowledge of the constitution, legislation (Act and regulations) and the duties of all office holders and subcommittees
· managing committee and / or executive meetings.
The duties of the chairperson should be stated in the association’s constitution. The usual duties of the chairperson / president include:
· represent the organisation at local, regional and national levels
· be a supportive leader for all organisation members
· act as a facilitator for organisation activities
· ensure that planning and budgeting for the future is carried out in accordance with the wishes of the members
· chair meetings:
· direct overall business and behaviour
· control timing of meeting
· control order of speakers
· keep discussion on track
· decide when discussion should finish
· frequently summarise.
The vice chairperson / vice president - an effective vice chairperson / vice president will possess the same attributes as the chairperson / president.
The duties of the vice chairperson / president include:
· standing in for chairperson / president as required
· may be given specific responsibilities.


The role of the secretary
The attributes of an effective secretary include:
· ability to communicate effectively
· ability to think clearly and positively
· maintain confidentiality on relevant matters
· manage and supervise others
· organise and delegate tasks
· a good working knowledge of the constitution, rules and the duties of all office holders and subcommittees.
The duties of the secretary should be stated in the association’s constitution. The usual duties of the secretary is to perform tasks before, during and after meetings. These include:
· maintain associations correspondence in and out records
· draft correspondence as required
· make arrangements for meetings
· provide notice of meetings and agendas
· take accurate and concise minutes
· write up and circulate minutes
· ensure minutes are signed once ratified at the next meeting
· maintain minute folder / book
· follow up on ‘action’ points.

The role of the treasurer
The attributes of an effective treasurer include:
· well organised
· able to allocate regular time periods to maintain the books
· able to keep good records
· able to work in a logical orderly manner
· be aware of information needing to be kept for the annual audit.
The duties of the treasurer should be stated in the association’s constitution. The usual duties of a treasurer play a large and important role which includes:
· monitoring cash flow
· preparation of budget
· liaising with manager or bookkeeper
· usually one of at least two cheque signatories
· responsible for all receipts and ensuring all funds are paid into the associations bank account
· responsible for making all payments, but only with the authority of a general meeting or the committee
· ensuring accounting records:
· are correctly recorded and that all transactions are clearly explained
· provide a true and fair view of the accounts
· can be easily audited
· are retained for seven years.



The role of ordinary committee members
Ordinary committee members are an important part of the management committee. In order to fulfil their role effectively ordinary committee members should:
· attend all meetings
· be interested and involved
· participate fully
· listen to others
· clarify points
· consider ideas carefully
· voice concerns / opinions
· act in the best interest of the association
· comply with the constitution
· comply with the act.
Ordinary committee members may be called upon to:
· fill executive committee casual vacancies that may arise
· perform specific tasks for the association
· sit on sub committees.






Duties and responsibilities of a public officer
Associations Act - Section 27, 28, 34, 45 and 118
Persons considering taking on the role of public officers of an incorporated association should acquaint themselves fully with the Act and the regulations.
The public officer:
· may be a member or employee of the association
· must be resident in the Territory
· must be over the age of 18 years
· subject to the association’s constitution, may hold any other office in the association.
The office of public officer of an incorporated association is vacated if the public officer:
· he / she dies
· becomes bankrupt or applies to take the benefit of a law for the relief of bankrupt or insolvent debtors or compounds with his or her creditors
· becomes of unsound mind
· resigns office by signed notice to the committee of the association
· is removed by resolution of the members of the association passed in accordance with its constitution
· ceases to be resident in the Territory.
Note: If the office of public officer becomes vacant, the management committee of the association must, within 14 days after the vacancy arises, appoint a person to be the public officer (see the appointment of public officer or change of address of public officer forms).
The public officer:
· is the contact for Licensing NT and the public when liaising / communicating with the association
· is required to notify the Commissioner’s office in writing (see the appointment of public officer or change of address of public officer form) within 14 days of any changes to their contact details occurring
· is the registered representative of the association, the person whom legal process, notices or documents are served or sent
· must, together with the other members of the management committee, ensure that the association’s audited annual accounts are lodged with the Commissioner’s office within the prescribed time under the Act
· should keep a copy of the constitution and make it available to members on request
· is required, together with the other members of the management committee, to make a register of members available for inspection by members of the association
· must, together with the other members of the management committee, ensure that accurate minutes are recorded and retained
· must, together with the other members of the management committee, take all reasonable steps to ensure the association complies with the Associations Act and Associations Regulations.
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