Friends of Parks Inc VOLUNTEER JOB
Volunteers working for conservation DESCRIPTION

General Board Member

ABOUT BEING ON THE BOARD OF FRIENDS OF PARKS INC (FoP Inc)

Board members are Friends of Parks volunteers who provide expertise, advice and collective
strategic direction for the benefit of all members and stakeholders. It is a working Board where
general members may be assigned special responsibilities such as grants facilitation,
publications or report preparation.

Being a Board member is one of the most useful and challenging ways to help the organisation
and the reserve system. There are many rewards for being involved, not least the opportunity to
play a key role in shaping the future of the organisation. Members with a diversity of skills,
talents, backgrounds, and ideas are the key to the continued success of Friends of Parks Inc.
Board members are elected by the Friends of Parks membership at the Annual General
Meeting. The Board is ethically, fiscally, and legally responsible for the affairs of FoP Inc.

GENERAL MEMBER RESPONSIBILITIES (applicable to all Board members)

X Attend meetings and help to make decisions in the best interests of the organisation, putting
the interests of the organisation above personal interests.

x Actively participate in planning for the direction of FoP Inc to ensure that it stays true to its
mission, and that its ongoing activities are current and relevant to its long-term goals.

X Monitor the organisation’s public profile and its relations with other organisations and
bodies.

X Represent the organisation as required and in a professional and appropriate manner.

x Stay informed about Board matters, prepare well for meetings and review and comment on
minutes and reports.

X Serve on sub-committees as agreed by the Board and as appropriate and necessary.

x Contribute knowledge and express points of view based on experience; consider other
points of view, make constructive suggestions, and help the Board make group decisions
reflecting the thinking of the total Board.

X Act as an ambassador for Friends of Parks volunteers.

EXPERIENCE TIME COMMITMENT

Previous Board experience is not X 12 month term and then subject to re-election
essential to become a General Member. | x One 3 hour meeting every two months (currently
See reverse for requirements for office held at the DEH Office, 1 Richmond Rd,
bearers. Keswick)

X 4 hours out of session duties (meeting
preparation including report reading etc)

. : X In addition to the monthly meeting there is an

meeting (bi-monthly) expectation that you will commit to the very

x  E-mail and occasional phone occasional special meeting and email/phone
exchange with other Board members exchange.

A TYPICAL MONTH
X Reading and preparation for Board

SKILLS YOU WILL USE / ACQUIRE (the benefits!)

X Basic skills in governance and board management

x Knowledge and understanding of government administration, policy and funding processes

x Collaborative group work, interpersonal and communication skills

x Apply and learn about ethics, confidentiality, risk management, strategic planning

x Build confidence, problem-solving abilities whilst making a positive contribution to the
conservation of the environment and the State’s heritage

x Develop relationships with DEH staff and a broad knowledge of the reserves system and
relevant policies and procedures.




OFFICE HOLDER POSITION PROFILES

In addition to the General Member responsibilities, some positions on the Board also involve
additional duties and the possession of prior relevant experience or qualifications is highly
desirable. The requirements of these positions are listed below.

All Office Holder positions ideally require prior service of at least one term on the Board or

demonstrated relevant experience.

PRESIDENT

X Sets agenda and Chairs Board meetings

x Liaises with DEH & other agency officers

x Evaluates annually the performance of the
Board in achieving its mission

X Represents FoP Inc as required at events
and functions

Additional time commitment per month

X Variable but a minimum of 20 hpm

VICE PRESIDENT
X Assists the President in coordinating and
directing committee activities
x Assumes President’s role in President’s
absence
X Represents FoP Inc as necessary and
appropriate
Additional time commitment per month
x Variable but a minimum of 12 hpm.

TREASURER

X Appropriate qualifications and experience
considered desirable.

X Manages all a/c’s, receipts & payments

x Facilitates annual independent audit

X Prepares monthly financial reports for
Board consideration and approval

x Ensures FoP Inc finances are budgeted,
managed and monitored appropriately

Additional time commitment per month

X  Variable but a minimum of 12 hpm.

PUBLIC OFFICER

x Perform the duties as prescribed in the
FOP Inc Constitution and the Associations
Incorporation Act.

SECRETARY
X Maintains records of the Board and ensures
effective management of organisation’s
records and business dealings
X Prepares and coordinates minutes and
agenda items for each meeting
X Liaises regularly with President and other
Board members
X Receives and processes correspondence

Additional time commitment per month

X Variable but a minimum of 12 hpm

NON-OFFICE HOLDER POSITIONS (these will vary from time to time as needs dictate)

Gift Fund Treasurer

Manages the accounts & business on behalf of the Gift Fund Committee
Prepares financial statements and reports regularly to the FOP Inc Board

Grants Facilitator

Researches and completes grant applications as appropriate

Promotes funding opportunities to membership

Publications Officer

Prepares Friends E-news publication, working closely with the E-news editor/FoP Inc

webmaster.
Report Officer

Coordinates and prepares FoP Inc reports and submissions on a range of environmental,

heritage, policy and management matters.




