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	Title:  Treasurer/ Membership Secretary

	Reports to: TICA President


Overview (As per the TICA Association Rules)

“The position will be for a period of two (2) years with the option to re-nominate 
for a  Further two (2) years. Subject to the above, a person may hold the position of 

Treasurer again after having at least a two year break from the previous term. The  

Treasurer shall be familiar with and uphold the Tasmanian Infection Control 

Association Inc. Rules and Purposes.

The Treasurer shall:

· Keep accurate financial records of the affairs of the Association;

· Prepare financial reports on a quarterly basis and as required by the members ensure that no expenditure of the Association is incurred without approval of the Management Committee;

· Present an externally audited report of the financial affairs of the Association annually;

· Prepare and present the annual financial statement of the Association at the Annual General Meeting;

· Be responsible for the prompt payment of all accounts of the Association;

· Ensure preparation of an annual return to maintain incorporation, including any relevant fees.
· Prepare and maintain the association budget.

· Prepare and maintain the budget of the biennial conference and report to the TICA Conference Organising Committee.  

· Attend TICA Executive, General Meetings and the Annual General Meeting of the association.  
The Treasurer can be removed from office as described in Section 25b

Membership Secretary
The position of Membership Secretary shall be held by the Treasurer.
The Membership Secretary shall:

· Provide initial contact with new members on the association, benefits of membership and secretary contact details, when issuing membership receipt.  
· Provide the members with a current contact list to facilitate efficient ongoing communication;

· Provide the national journal sub-editor with an accurate record of all financial members of the Association to facilitate distribution of the journal.

· Provide new members with a current copy of the Rules and Purposes and Rules of Tasmanian infection Control Association Inc. and Australian Infection Control Association Inc.

· Liaise with the Australian Infection Control Association Inc. Treasurer to ensure accurate payment of capitation fees;

· Prepare a report on membership for the Annual General Meeting”.

Primary Functions:
1. Maintenance of current membership database and forwarding quarterly to AICA for journal mailout.  
2. Liaison with AICA regarding current membership list and associated quarterly capitation payments.   
3. Responsible for all invoicing and receipt of payments 

4. Responsible for maintaining the TICA budget and producing relevant budget affairs

5. Responsible for depositing of all funds

6. Responsible for payments relating to invoices, scholarships, bills or reimbursements

7. Ensuring payment and reimbursements are managed consistent with the TICA rules

8. Production of a financial report at each General Meeting

9. Authorised signatory consistent with the TICA rules

10. Preparation of annual audits or any other financial audit or affairs that arise

11. Obtaining quotes and payment for relevant insurance/s for the Association
12. Member of the biennial Conference Organising Committee

13. Responsible for all invoicing, receipting and payments associated with the biennial conference

14. Responsible for maintaining the Conference budget and reporting to the Conference Organising Committee chairperson.
15. Obtaining quotes and payment for relevant insurance for the biennial conference.    
