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DUTIES AND RESPONSIBILITIES OF OFFICERS 

 
General Duties and Responsibilities 
 Each Officer is: 
  -  accountable to the Committee of Management (CoM) for all activities undertaken; 
  - responsible for directly supervising any person appointed by the CoM to assist in a related activity, 

function or role. 
  - required to maintain all RDAV documents and records together in appropriate files and, where 

possible, as an electronic file.  A back-up copy of all files on computer must be made regularly and 
kept ‘off-site’.  Records must be kept for a minimum of 7 years. 

  - required to make a report at each CoM meeting and the Annual General Meeting unless covered by 
another report. 

  - implement decisions made at meetings related to responsibilities. 
  - authorised to make telephone calls and purchase any consumables, such as paper, printer ink, 

envelopes, etc., used to perform the duties.  These costs will be reimbursed by the Treasurer when 
appropriate receipts are presented.  Other potential purchases and expenses must be 
pre-approved by the CoM.  

  - requested to brief a successor following retirement or resignation from a position on the duties 
related to the position and clearly set out details of any matters still pending.  All RDAV papers and 
computer records held must be immediately handed to a successor or the Secretary if the vacancy 
has not been filled.  

 
1. PRESIDENT 
 Basic Functions 
  - Exercise responsibility for the general management of all matters of the RDAV.  
  - Ensure that the business of the RDAV is conducted on a sound basis in accordance with policies 

laid down by the Committee of Management (CoM). 
  - Provide Leadership. 
 
 Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities)  

1. Recommend to the CoM broad objectives for the RDAV and changes in various policies when 
appropriate. 

2. Review and recommend to the Committee short and long term plans that will best meet the 
RDAV’s purpose and objectives, including growth. 

3. Ensure that the objectives, policies, plans and programmes for the Association as a whole are 
communicated to and understood by the members. 

4. Preside at all meetings of the RDAV when available. 
5. Understand the RDAV rules and make sure they are current and adhered to. Have a copy 

available at RDAV meetings for reference. 
6. In conjunction with Secretary, finalise Agendas for meetings of the CoM, Special Meetings of 

members and the Annual General Meeting (AGM). 
7. Review and approve the minutes of the meetings listed in item 6. 
8. Present an annual report at the Annual General Meeting. 
9. Develop the management abilities of persons charged with various operational activities, 

through a combination of goal setting, delegation, training and counselling, to ensure that 
objectives set are being met. 

10. Visit RDAV Clubs whenever possible to meet Club dancers, encourage the Club in its activities, 
promote membership of the RDAV and announce forthcoming RDAV activities.  

11. Represent the RDAV to the public, participating within reasonable time limitations in such 
activities as will enable the President to most effectively promote the RDAV’s image, objectives 
and policies. 

12. Provide guidance to the various persons responsible for the operational activities of the RDAV. 
13. Prepare a report for the SAV and submit to the Squares Around Victoria magazine Editor by the 

14th of each month 
14. In conjunction with the Treasurer, certify and sign the annual Financial Statements prior to their 

submission to the AGM. 



2. VICE PRESIDENT 
 Basic Function 
 - Assist the President in carrying out all responsibilities and activities of that position. 
 
 Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities)  

1. Deputise for the President. 
2. Identify the conditions that are necessary for change to take place and conditions that will 

facilitate the change process. 
3. Provide counsel and guidance to the President and the Committee of Management (CoM) 

concerning short and long term plans and operations of the Association. 
4. Identify and foster actions within the RDAV designed to promote effective interpersonal 

relations among members. 
5. Carry out any specific function or role assigned by the CoM. 

 
3. SECRETARY 
 Basic Functions 
 - Provide advice to the President on all matters pertaining to the administrative affairs of the RDAV. 
 - Maintain appropriate records and information. Attend to administrative requirements as determined 

by the Committee of Management (CoM). 
 
 Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities) 

1. Call Special and Annual General meetings of members and CoM meetings as required by, and 
in accordance with, the Rules of the RDAV, including receiving nominations for CoM positions 
to be elected at the AGM. 

2. In consultation with the President, prepare agendas for all meetings. 
3. For CoM meetings, request members to submit prior to the meeting, any matters for specific 

discussion so these can be included on the Agenda.  Also request Reports for pre-circulation. 
4. Keep minutes of all RDAV meetings, except those of subcommittees, recording the names of 

persons present along with details of the proceedings and resolutions/decisions made. 
5. Maintain the filing system of the activities of the RDAV.  Scan paper documents and file along 

with electronic records in the RDAV folder on the computer.  Once the documents and records 
are archived in electronic format, paper copies may be shredded and disposed of. 

6. Receiving and recording details of information about the operation of RDAV clubs including 
those of a new club commencing or club closure. 

7. Keep a register of all property and assets owned by RDAV. 
8. Maintain a file of Accident/Incident Report forms completed at RDAV functions/events.  
9. Maintain a Register of Life Members.  
10. In accordance with the Associations Incorporation Reform Act 2012, lodge the annual statement 

with Consumer Affairs Victoria (CAV) within a month after the annual general meeting and 
submit to CAV relevant forms related to changes in the secretaryship or their details, Rules, 
registered address and other specific matters required by the Act. 

11. Carry out the duties of the ARDA Representative liaising directly with the Secretary of ARDA on 
all matters. 

 
    
 
 
 
 
 
 
 
 
 
 
 
 
 



4. TREASURER 
 Basic Function 
 - Conduct all monetary and fiscal business of the RDAV in accordance with the policies and 

philosophies of the RDAV. 
 
 Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities) 

1. Collect and receive money paid to RDAV.   
2. Maintain the RDAV bank accounts, keeping a Petty Cash float if required.  Transfer money 

between accounts as required. 
3. Make payments authorised by the CoM and reimburse members for expenditure incurred in 

performing their function as a Committee member or subcommittee Coordinator. 
4. Advise the CoM on aspects of financial management that will enable proper and prudent use of 

the RDAV’s funds. 
5. Present a financial report to each CoM meeting showing current and anticipated expenditure 

and balance of funds. 
6. Prepare a budget of income and expenditure for the next financial year for consideration and 

approval by the CoM at its meeting before the end of the current financial year enabling it to be 
presented at the Annual General Meeting (AGM).   

7. Maintain all necessary financial records. 
8. Prepare a full financial report for presentation at the AGM of the RDAV. 
9. In conjunction with the President, certify and sign the annual financial statements prior to their 

submission to the AGM. 
10. Prepare an annual budget for the next financial year to be presented and approved by the CoM 

before the end of the current financial year. 
  

 
5.  MEMBERSHIP OFFICER 
 Basic Function 
 - Maintain accurate records of members and contact members as and when required by the 

Committee of Management. 
 

Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities) 
1. Keep and maintain an up to date register of members containing names, addresses and date of 

joining the RDAV. Remove unfinancial members from the register on 1st May each year. 
2. Provide a current list of members to the President, Secretary and Treasurer by the 1

st
 May. 

3. Receive and process applications for membership and promptly bank fees received, advising 
details to the Treasurer. 

4. Send out membership renewals to members at the appropriate time and record details of those 
renewing, promptly banking fees received advising details to the Treasurer.  Note: The 
Membership Fee for the following year is due on 31st December.   

5. Follow-up with those members who fail to renew by the appointed time.  Memberships lapse if 
the fee is not paid by 30th April per Rule 6 (3).  

6. Send the list of current financial members to the newsletter editor by the end of April prior to the 
2nd publication. Any new members or late renewal after this time should be notified to the Editor 
individually. 

7. In conjunction with the Publicity Officer, publicise the benefits of membership and encourage 
round dancers to become members of the RDAV. 
 



6. PUBLICITY OFFICER 
 Basic Functions 
 - Bring to the attention of the Committee of Management (CoM) suggestions for publicising and 

promoting the RDAV and its activities. 
 - Actively pursue opportunities which present themselves to make the wider public aware of Round 

Dancing and the RDAV. 
 
 Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities) 

1. Choose appropriate methods to publicise round dance activities. 
2. Encourage participation by RDAV members and others in organised Round Dance activities. 
3. Publicise the RDAV and RDAV events and functions in appropriate Victorian and local 

newspapers, booklets and websites. 
4. Regularly check and update the RDAV details in these publications and on these websites.   
5. Maintain and update when necessary RDAV flyers and brochures. 
6. Design, print and distribute flyers and brochures as requested by the CoM. 
7. Attend events, functions and activities of the RDAV and those of other organisations where 

round dancing is included, taking photos and writing reports/articles for use in Around Rounds, 
the website and other publicity opportunities.  Make sure photos and reports/articles comply 
with the RDAV Privacy Statement. 

 
7. EDITOR - Around Rounds 
 Basic Functions 
 - Issue Around Rounds four times per year (Feb – April / May – July / Aug – Oct / Nov – Jan) with 

up-to-date information about activities run by clubs, the RDAV and ARDA, and other items of 
interest to RDAV members. 

 
Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities) 

1. Encourage the submission of articles by members. 
2. Choose and publish appropriate material of interest to round dancers, making sure articles and 

photos comply with the RDAV Privacy Statement. 
3. Encourage appropriate advertising to help defray costs of production.  
4. Arrange for publication of Around Rounds magazine/journal. 
5. Distribute the newsletter to RDAV members by hand, email or post (a list of current financial 

members is supplied by the Membership Records Officer). 
6. Provide a copy of the newsletter in electronic format to the Website Publisher for uploading onto 

the RDAV website. 
7. Send a copy of the newsletter to the State Library of Victoria and to the National Library of 

Australia for Legal Deposit. 
 
8. WEBSITE PUBLISHER 
 Basic Functions 
 - Maintain a Website with interesting material for all members and non-members who use the Internet 

to source information.  
 

Principal Duties & Responsibilities (in addition to the General Duties and Responsibilities) 
1. Include details about the RDAV, the members of the Committee of Management (CoM), 

individual clubs, events, functions, dances and other relevant information. 
2. Provide links to websites of related organisations and endeavour to have other such websites 

include links to the RDAV website. 
3. Update webpages with information supplied by the CoM, the Publicity Officer and Newsletter 

Editor.  
4. Liaise with the Publicity Officer regarding other ‘dancing’ websites and exchange information 

and data with these websites. 
5. Upload a copy of the quarterly Around Rounds newsletter to the RDAV website. 
6. Make sure articles and photos comply with the RDAV Privacy Statement. 
7. Organise and maintain RDAV email addresses.  Keep a record of our username and 

password, amending the email passwords when there is a change of personnel that use a 
particular email address. 


