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POWERtalk INTERNATIONAL

AUSTRALIAN REGION

JOB SPECIFICATION – Public Officer

REPORTS TO:

Your reporting officer is Region President

ROLE DESCRIPTION:

To act as the official contact point for ITC Australian Region Incorporated.

PUBLIC OFFICER FILE SHOULD CONTAIN:

· 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
*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.  

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. Ensure all necessary documents are lodged by the required dates to the Registry of Co-operatives & Associations, and to the Australian Securities and Investments Commission (ASIC).


2. Compile and make available the Registry of Committee members. 


3. Ensure all documents received by the Proper Officer are brought to the attention of the Region Board.

The Public Officer and the Board has specific legal requirements and obligations as defined by the Associations Incorporation Act 1984 ("The Act").  The Public Officer should familiarise him- or herself with those responsibilities and obligations, some of which are set out below.  The Public Officer should ensure he or she is aware of any changes to the responsibilities and obligations defined by the Act.

Legal Requirements of the Public Officer and the Board under the Act:

The Office of Fair Trading requires associations incorporated under the Act to appoint a Public Officer who has attained the age of 18 years and is a resident of New South Wales.  

The Public Officer may be a member of the association, and of so may hold any other office allowed by the rules of the association, or may be an outsider.

The Public Officer’s address may be used as an official address for the service of documents on the association, and if this is so the Public Officer is required by the Act to bring all documents received by him or her to the attention of the committee of the association as soon as practicable.

The Public Officer shall be deemed to have vacated the office if the Public Officer:

•
dies

•
resigns from the position of Public Officer

•
is removed from office by way of a resolution passed at a general meeting of
 the members of the incorporated association

•
becomes bankrupt

•
becomes a patient under the Mental Health Act or

•
ceases to be a resident of New South Wales.

The position of Public Officer must not remain vacant for more than 14 days.  Within 14 days of a vacancy occurring, the committee is required by the Act to notify the Registry of Co-operatives & Associations ("The Registry") of the vacancy and appoint a new Public Officer.  The new Public Officer is also required to give notice of his or her appointment to the Registry within 14 days of the appointment.  

Where the committee of an incorporated association fails to notify the Registry of the vacancy or fill the position within 14 days, each member of the committee is guilty of an offence and liable to a penalty.
Obligations of the Public Officer under the Act:

Notice of appointment

A new Public Officer is required by the Act to notify the Registry of their appointment within 14 days of the appointment.

Notice of change of address

Where a Public Officer changes his or her address, the Public Officer is required by the Act to give the Registry notice within 14 days.

Register of committee members

The register of committee members of the association is to be kept at the residential address of the Public Officer and must be made available for inspection by any person, free of charge, at all reasonable hours.  Where an incorporated association has ceased to exist, the last Public Officer is required by the Act to keep the register for a period of at least 2 years after the date on which the association ceased to exist.

Annual statements

The Public Officer is required by the Act to lodge an Annual Statement within one month after the date of each Annual General Meeting of the association.  The statement is a summary of the year’s financial transactions.  A penalty may be imposed on the Public Officer for failure to lodge the statement in the required time. 

Change of name of the association

The Public Officer is required by the Act to apply to the Commissioner for Fair Trading for approval of a change of name within one month after the passing of a special resolution to change the association’s name.
Alteration of rules

After the passing of a special resolution altering the rules of an incorporated association, the Public Officer is required by the Act to lodge a notice of alteration of objects or rules, setting out the particulars of the alteration.   A penalty may be imposed on the Public Officer for failure to lodge the notice in the required time.

Receiving documents on behalf of the association 

The Public Officer is required by the Act to bring all documents addressed to the association to the attention of the committee as soon as practicable.  This obligation continues for a period of 12 months after a person has ceased to be the public officer of the association.

OPERATIONAL PLAN

	July/August
	· Compile or obtain a Register of Committee Members (see “Obligations” above).

· Lodge form with the Australian Securities and Investments Commission (ASIC) to notify of change of directors (if necessary).

· Lodge form with the Australian Securities and Investments Commission (ASIC) to notify of changes to by-laws (if necessary).

	September/April
	

	May/June
	· Compile and lodge the Annual Statement with the Registry of Co-operatives & Associations.  (see “Obligations” above).

	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 the information from clubs.
· Outgoing Secretary sends Region Bylaws and Region roster to those listed in Board Policy.

	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 3 months prior to the conference
· 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/June
	· 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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