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19 May 2021

SECRETARY – ROLE DESCRIPTION and Membership of CCA MANAGEMENT COMMITTEE
The secretary’s functions include, but are not limited to—

(a) calling meetings of the association, (General Meetings, Annual General Meeting, Management Meetings and if required any Special Meeting), including preparing notices of a meeting and of the business to be conducted at the meeting in consultation with the president of the association; and

(b) keeping minutes of each meeting; and

(c) keeping copies of all correspondence and other documents relating to the association; and

(d) maintaining the register of members of the association.  Conduct all administration pertaining to new (acceptance/rejection), existing and resigning members IAW Constitution.

Secretary is a signatory of the CCA’s bank account (one of three eg President, Treasurer and Secretary) – on line banking. Appropriate guidelines to be adhered to.
Secretary receives a hard copy of quarterly Bank Statement, checked against Treasurer’s Report and ensures the President signs to verify correctness of same.
Secretary ensures the Office of Fair Trading Annual Return (form 12-1) is prepared and forwarded in timely manner together with annual registration fee.  (Treasurer prepares the required ‘end of financial year paperwork (with effect 31 March).  Lodgement – after presentation to and acceptance by the CCA members at AGM.)

The most essential task of being on the Management Committee is your attendance at the Management Meetings, which occur more regularly than the Members’ Quarterly General Meetings.  Notice of Meeting, Agenda and Minutes are required (usually by email).  This is done in consultation with President.
The Management Committee will meet as often as necessary to keep abreast of issues that arise and that affect our community.  Given varying time constraints, the Management Committee is often in situation where it debates these issues at very short notice and decides the manner in which to both inform our members and to proceed.  Some issues are obviously more complicated than others. The Management Meetings are held as needed and will be arranged to suit so can be held any day at any time. Each Management Committee Member contributes as best they can.
I am certainly available to mentor any new Secretary in this role, especially paperwork and procedures, and the building of very good relationship with all levels of government and other local organisations. Once you are familiar with Constitution, you will find it an enjoyable and rewarding way to do your ‘bit’ for your community.

18 May 2021

CCA Executive Committee

TREASURER – ROLE DESCRIPTION

The role of the Treasurer includes the following: -


*
Receipt all monies into the receipt book;


*
Write up the cash book (INCOME & EXPENSES) showing these receipts (income) and also the payments made (expenses). The cash book is still the original one and you can see everything that has happened since 2002;


*
Prepare a bank reconciliation quarterly for the General Meetings where you reconcile the income and expenses in the cash book against the bank statements for that period. This involves checking the receipts off against the deposits into the bank account;

*
Prepare for the Annual General Meeting all the paperwork necessary to forward to the Office of Fair Trading with our registration for our financial year which ends 31st March each year and which is presented to members and accepted at our AGM each year for lodgement. This includes writing up the cash book and totalling it off for the year; a bank reconciliation; a Profit & Loss statement; a Balance Sheet; a Register of Members and a copy of our Receipt Book Register.

The quarterly tasks take about 2 hours to write up, check and prepare for each General Meeting. The annual paperwork takes about 4 hours each year for the AGM. There are copies of the previous lodgements in the Treasurer’s brief case.  The Treasurer is a signatory on the CCA bank account.
The most essential task of being on the Executive Committee is your attendance at the Executive Meetings, which occur more regularly than the General Meetings held with our members. It’s not necessary to do a Bank Reconciliation for this each time. It is usual however to present any expenses claims to be discussed at the next GM for members approval and how financial we are.

The Executive will meet as often as necessary to keep abreast of the many issues that arise that will affect our community. The Executive often debates these issues and decides the manner in which to both inform our members and to proceed. Some issues are obviously more complicated than others. Executive Meetings are held as needed and arranged to suit so can be held any day at any time. Each Executive Member contributes as best they can.
I am certainly available as often as needed to help any new Treasurer with the role, especially the paperwork. Once you are familiar it really does not take too long to put it together.

Yours sincerely

Rhonda Killeen

Treasurer 2004 – 2021
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