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DEAKIN RURAL HEALTH CLUB
Position Descriptions





EXECUTIVE COMMITTEE POSITIONS
·  The duties of the Co-Chairs include:  
· to chair all meetings and ensure that all discussions are constructive;  
· to co-ordinate club activities;  
· assists other executive members where necessary; and 
· prepare the Annual Report for the AGM in consult with the Treasurer and Secretary 

· The duties of the Treasurer include: VACANT
· to record all income received and payments made by the club;  

· to keep a register of all assets held by the club;  

· to prepare an annual budget for the club to be presented to the School of Medicine for approval prior to submission to DoHA;  

· to present a financial report to each Executive meeting;  

· to present a financial report for the AGM for:  

· the last financial year, and  

· the period since the end of the last financial year;   

· to keep the financial records of the club;  

· to aid in the preparation of the Annual Report for the AGM; and 

· to seek new funding sources, and sponsorship if required  
· to liaise with the club administrator on financial matters
· The duties of the Secretary include: 

· to keep the register of members;  

· to arrange general and Executive meetings;  

· to take accurate minutes of all general and Executive meetings recording discussion and decisions made;  

· to prepare agendas for executive and general meetings;  

· to send the agenda to applicable members at least 48 hours prior to meetings;  

· to be responsible for the membership related correspondence of the club;  

· to keep the membership records of the club; and 

· to assist in the preparation of the Annual Report for the AGM 

· The duties of the NRHSN Senior Representative Officer include: 

· to link the club to the NRHSN;  
· attend network teleconferences and report back to the committee;  
· represent the club in any NRHSN voting issue or requirement;  
· produce club activity reports for the NRHSN;  
· keep the club executive informed of NRHSN aims and objectives;
· promote the NRHSN to members if the club; and  
· to contribute to the Annual Report  

GENERAL COMMITTEE POSITIONS
· The duties of the NRHSN Junior Representative Officer include: VACANT
· This position is a 2-year role, with the NRHSN Junior Representative Officer  becoming the NRHSN Senior Representative Officer for the following year

· to support the NRHSN Senior Representative Officer in their role, as outlined in the position description, with a view to taking on the role in future years;  
· oversee the running of the Rural High School Visit and Teddy Bear Hospital Programs; 
· to support the Community and Indigenous Officer in their role

· report to the NRHSN on the rural high school visits; and  
· to act in place of the NRHSN Senior Representative Officer in their absence 

· The duties of the Campus Representatives include: VACANT
· to attend and submit reports to the executive and general committee meetings;

· responsible for campus budget and activity proposals; 
· to act as a point of contact for the members at their particular campus; and 

· to participate in recruitment drives at their prospective campus during O Week and throughout the year 
· NOTE: this can be a dual position, i.e. committee members from various campuses may also hold the position of campus representative
· Duties of the Rural High School Visits and Teddy Bear Hospital Program Coordinatorinclude:2 POSITIONS VACANT
· to co-ordinate the rural high school visit portfolio 

· to co-ordinate the Teddy Bear Hospital program 

· toassist the Social and Community Officer in organising events which will enrich members experiences of regional, rural and remote areas; and

· to contribute to the Annual Report; 

· NOTE: members may put in a dual application, or apply as an individual

· The duties of the Marketing and Publications Officer include: VACANT
· to aid other executive members in organisation and the running of club competitions;  
· to promote NOMAD and NOMAD events to members by creating, or assisting in the creation of fliers and other promotional material;

· to source sponsorship opportunities for NOMAD making DUSA aware of any potential sponsors and acceptance of any sponsor funding 
· to collect, collate and publish articles and pieces throughout the year within the Annual Report;  
· to maintain a club website  
· The duties of the Community and Indigenous Officer include:  VACANT
· to organise all social events within the club aiming to mix people from the various disciplines, including a cross rural health club event;  
· to organise speaker nights and other professional development events with an aim to highlight the similarities and differences evident in providing healthcare to Indigenous people and aiming to provide information pertaining to cross-cultural healthcare, services available to people new to Australia and highlight the differing beliefs and views of healthcare across cultures   

· to organise guest speakers to present knowledge or skills to club members relevant to their degree 
· or in aid of professional development;  
· to gain and foster a relationship between the club and the Wathaurong Co-operative;  
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