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POWERtalk INTERNATIONAL

AUSTRALIAN REGION

JOB SPECIFICATION – PARLIAMENTARIAN

REPORTS TO:

Your reporting officer is Region President

ROLE DESCRIPTION:

During the term:

The Parliamentarian is an ex officio member of the Bylaws and Resolutions Committee and is a resource on bylaws, standing rules and parliamentary procedure for Councils and for Clubs and members through Councils.

Annual General Meeting:

Advise the Region President on the parliamentary procedure of the Annual General Meeting when requested.

PARLIAMENTARIAN FILE SHOULD CONTAIN:
· An expense voucher;

· Australian Region Bylaws and Standing Rules updated from the immediate past Conference;  *
· Australian Region Board Policy;*
· Job Specification;*
· Region Roster, which will need to be replaced when new one is produced;*
· Reports, minutes and correspondence for two terms;

· Current editions of Renton’s Guides for Meeting and Voluntary Associations;

· Current bylaws and standing rules of ITC and all Councils within the Region;*
· Current and past issues of the Region bylaws and standing rules;

· Previous information regarding delegates’ briefing.

*These documents can be found on the Australian Region website.
EVERY OFFICER’S RESPONSIBILITIES

ON COMMENCEMENT OF THE TERM – 

1. Review file.  This must include reading the current:

· Australian Region Bylaws and Standing Rules updated from the immediate past Conference;

· Australian Region Board Policy;

· Job Specification;

· Previous term’s report/s; and

· Any material marked “to be retained in file” as this is often important information.

2. Clarify with the reporting officer any item not clearly understood or perceived to be missing from the file.  This includes reviewing the contents of the CD to ensure that it contains the necessary templates in a format you can use.

3. Confirm with the reporting officer the format and dates of reports required for the current term.

DURING THE TERM

1. Send written or electronic reports to the Region President by the dates notified at the beginning of the term. 

2. Claim expenses regularly.

3. Send copies of all correspondence to the Region President.

4. The Region Board shall retain the right to replace any appointed officer or committee chairman not performing his/her duties effectively.

ON COMPLETION OF THE TERM – BY 15TH JUNE

1. Provide final expense claims to the Region Vice President Finance.

2. Complete an end of term report including recommendations and forward to the reporting officer.

3. Retain in the file all information from the current term (yours) and the previous term ONLY, except those items that are marked “to be retained in file”.

4. Review file.  List what needs to be replenished.  Forward this list with the file to the President Elect.

5. If any material is thought by the officer to be important, pass with the file to the President Elect for a decision on archiving.

SPECIFIC RESPONSIBILITIES

1. Assist Councils and Clubs and members through Councils with bylaws and standing rules queries, forwarding copies of all correspondence to Region President.

2. Be prepared to present educational items at Council or Region on request.

3. Submit at least one educational article on meeting or parliamentary procedure to the Gazette Editor during the term.

OPERATIONAL PLAN

	July/August
	· Confirm date of Region Conference with President.

· Confirm closing date for article to appear in October issue of the Gazette (refer to Board Policy).

	September
	· Ensure that a current copy of each Council’s bylaws and standing rules are retained in the file.  If not available take steps to obtain it from the Council concerned.

· Check Council bylaws to ensure that they do not conflict with higher levels.

	October
	· Discuss with the Region President an approximate date to meet for planning the Annual General Meeting.

	February
	· Check the conference rules and advise Region President of any suggested alterations.

	April
	· Meet with the Region President to prepare for the Annual General Meeting.

· Invite Nominations and Elections, Bylaws and Resolutions and Credentials Committee Chairmen to attend the delegates’ briefing at Conference.

	May
	· Annual General Meeting:

· Chair delegates’ briefing at Conference.

· Prepare agenda for the briefing.

· Advise the President during the Annual General Meeting on matters of procedure when requested.

· After the Annual General Meeting:

· Proof read draft of the Annual General Meeting minutes and return to Region Secretary by return mail.

· Prepare the amended bylaws and standing rules and send to the President Elect.

	June
	· End of term procedures.


GENERAL TIME LINE

	End August
	· The board prepares roster and distributes through CLO as soon as practical on receipt of information from clubs.


	September
	 • Incoming Secretary sends Region Bylaws and Region roster 

   to those listed in Board Policy.

	October
	· Conference Treasurer prepares Conference budget and submits it to Region Board for approval.

· First issue of Gazette containing:

· President's Message

· President Elect - Education Article

· Parliamentarian - Changes to Bylaws and Standing, Rules from Conference/Convention

· PREM Chairman - Promotion of Founders Month and PR ideas

· Vice President Finance - Audited Conference Financial Statements

· Bylaws & Resolutions Chairman - Format for amendments to be submitted to Bylaws Chairman by 15th December

· Nominating, Committee -  Article requesting nominations from member clubs for Region Elected Officers, to be sent to Committee by 15th February

· Conference Coordinator - Conference promotion and requests for assistance

	November
	

	December
	

	January
	

	February
	· Second issue of Gazette containing:

· President's Message

· President Elect - Education Article

· Parliamentarian - Education article

· Conference Program Chairman - Highlights of Conference Education Program and Session Leaders

· Conference Coordinator - Promoting Conference

· Accreditation Chairman - Protocol for accreditation of assignments for Conference

	March
	· Secretary sends proposed Bylaws and Standing Rules amendments, nominating slate and interim financial statement to clubs.

	April
	· Region Board report, Council Presidents’ reports, audited financial statement and balance sheet to be with secretary for inclusion in the business papers for Conference.

· Secretary collates business papers for AGM and distributes to clubs via the CLO.

· Vice President Finance submits books to auditor.

	May
	· Prior to the Annual General Meeting the Credentials Chairman to provide the Secretary with -

 List of Club Delegates and Alternate Delegates and 

 Credentials Report for distribution to:

 ITC Representative

 All Board members

 Parliamentarian

 Minutes Approving Committee members - when applicable

· Secretary sends draft AGM minutes to those listed in Board Policy.

· 

	June
	· Third issue of Gazette containing:

· President's Message

· President Elect - Education article.  Information on CMT.

· Vice President Finance - Reminder about annual dues and method of payment and name and address of incoming Vice President Finance & budget for the next financial year.

· Conference Coordinator - Conference report

· 
· Secretary receives a draft of Bylaws and Standing Rules, incorporating amendments adopted, and forward copies for approval to:
· Region Board members

· Parliamentarian

· Bylaws & Resolutions Chairman

· Secretary distributes Bylaws and Standing Rules through CLO.
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