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President 
The President generally acts as the spokesperson for the organisations and works to develop and maintain key working relationships internally and externally.
· Chair committee meetings and ensure they run effectively with a purpose
· Act as a signatory for all the legal and financial purposes of the organisation
· Develop and present two years goal and vision for discussion at the beginning of each term.
· Lead, inspire and motivate members to achieve XXXXX’s common objectives.
· Extend XXXXX 's goodwill among the wider Australian community and organisations.
· Explore opportunities to work with other government and non-government organisations.
· Create healthy discussion environment in the society to allow equal participation and to conclude with a result agreed by everyone or suitable to the society.

Vice President 
Vice-President shall assist the president to meet the society’s objectives. The Vice-President shall act as President in case the President is not available or when empowered to do so by the executive team.

 Secretary

The Secretary shall keep all record of the society’s activities, monthly proceeding of the association and give notice of meetings in writing to members of the society. The secretary shall post a notice of the General Meeting to each active member not less than 7 days prior to the meeting, and not less than 14 days prior to an Annual General Meeting, details of the time, place and agenda, and shall publish such other items as decreed by the executive members.
The followings are the duties of Secretary but not limited to:
· With the help of all executive members, implement the goals set by the executive committee.
· Central point of contact of all executive members and keep up-to-date record of all activities of the society.
· Inform to the executive team of the progress of tasks managed by all executive members and co-ordinators.
Vice-Secretary

The secretary shall assist the secretary in managing day to day tasks of the association. The followings are the duties of vice- Secretary but not limited to:
· Assist the Secretary.
· Act as the Secretary in her/his absence or when empowered to do so by the executive team.
· Responsible to manage ANSAI's internal and external communication.
Treasurer
In a small, not for profit organisations, a treasurer is responsible for banking, depositing cash/cheques and paying bills. It is recommended that the executive board draws up a role description for the Treasurer suitable to the activities/programs of their organisations. And it should be revised whenever there is a new Treasurer taking the role. In general, following are the responsibilities of a Treasurer
· Banking, book keeping and record-keeping  of all money received and payments made
· Make sure the organisation complies with tax regulations, such as GST, payroll tax and fringe benefit tax
· Prepare the annual budget, present it to the board for approval and ensure that activities adhere to the budget
· Make sure that accounts are ready for audit each year
· Review all the transactions and prepare financial report to the board and as well as to the Annual General Meeting
· Make sure that organisation’s financial systems and procedures are in line with relevant legal requirements


Active Member

Those who paid the membership fee set by the society if applicable or registered person who supports XXXXXX’s objectives and engaged in the association’s activities directly or indirectly.

Public Officer

The executive Committee will ensure that at all times the Society has a public officer as required by the association incorporation Act. The Committee shall appoint the public officer who shall hold office until another person is appointed to the position by the committee. 


