POSITION DESCRIPTION

POSITION TITLE: SECRETARY, Committee of Management

ORGANISATION Standing Tall in Hamilton Inc.

STATUS: Volunteer, 1 Year Term. Renewed at first ordinary meeting following the AGM.
DIRECT REPORTS: Nil

RELEVANT DOCUMENTS: Rules for an Incorporated Association for Standing Tall in Hamilton Inc., Associations

Incorporation Reform Act 2012.

The Secretary of Standing Tall in Hamilton Inc. (STiH) plays an essential role in supporting the effective
governance and administration of the organisation. Working closely with the President, Program Manager
(PM), and Committee of Management (CoM), the Secretary is responsible for coordinating meetings,
maintaining accurate records, supporting communication processes, and ensuring compliance with
organisational and legislative requirements.

KEY RESPONSIBILITIES

Governance & Compliance

e Support compliance with the Associations Incorporation Reform Act 2012 and other relevant legislative
obligations.

e Maintain the organisation’s records, registers, governing documents, and official correspondence.

e Assist in administration of the Annual General Meeting (AGM) and any Special General Meetings.

e Ensure organisational policies and procedures are understood and upheld.

Committee Administration

e Coordinate CoM meetings, including agendas, meeting papers, and meeting logistics.

e Attend meetings and prepare accurate meeting minutes and records.

e Monitor and follow up action items and decisions arising from meetings.

e Support effective communication and information sharing across the Committee.

Communication & Correspondence

e Act as a key contact point for Committee-related communication.

e Prepare and distribute official correspondence, notices, reports, and meeting documentation.

e Maintain effective communication between the Committee, PM, and stakeholders.

Record Keeping & Documentation

e Maintain organised and secure records (eg. minutes, resolutions, policies, membership records).

e Ensure important documents are accessible and up to date.

e Support documentation requirements for reporting, compliance, and audits.

Support to the President & Committee

e Assist the President in coordinating Committee activities and governance responsibilities.

e Support collaborative and effective decision-making processes.

e Provide administrative support to Committee members as required.

QUALIFICATIONS & EXPERIENCE

e Strong organisational and administrative skills with attention to detail.

e Excellent written and verbal communication skills.

e Experience in meeting coordination, minute taking, and record management (desireable).

e Understanding of governance principles and nonprofit compliance requirements (desireable).
e Proficiency in office software and digital record-keeping systems.

e Commitment to the values and objectives of STiH.

MANDATORY REQUIREMENTS

e Current Working with Children Check (or willingness to obtain).

e Current satisfactory National Police Check (or willingness to obtain).

e Current Child Safety and Mandatory Reporting training (or willingness to complete).

Standing Tall in Hamilton School-based Mentoring




