AA DARWIN DISTRICT – POSITION DESCRIPTION
[bookmark: _Toc523217901]Darwin District Committee Member
· Schedules and chairs monthly Office committee meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting.
· Supports and assists the Office Coordinator to ensure the efficient and functional operation of the District Office
· When the position of Office Coordinator is vacant, performs the duties of the Office Coordinator in addition to those of the Chairperson.
· Represents the groups in the District on the Area Committee 
· Has GSR experience. Is not currently a GSR
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District Treasurer
· Responsible for all financial records of the District, including Office operations, other District expenses and the annual Darwin Roundup.
· Attends monthly Office committee meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting, to each quarterly District meeting in the approved format and to the Roundup Committee as required.
· Manages the District bank account and ensures that all income received is banked on a weekly basis.
· Prepares payments for all invoices received and approved.
· Delivers an annual financial report at the Annual General Meeting in the approved format.
· Makes recommendations regarding financial management of the Darwin District including the Office.
· Ensures that the Office cash box is supplied with a permanent $50 float in a range of denominations.
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Office Coordinator
· Attends monthly Office committee meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting.
· In the absence of the DCM, chairs monthly Office committee meetings.
· Maintains an up-to-date list of AA members willing to undertake 12-Step calls.
· Coordinates Office volunteers and Phone Line volunteers.
· Keeps the Volunteer Manual up-to-date for the information of Office volunteers and Phone Line volunteers.
· Keeps a key register identifying each and every key to the Office, its number and the person in possession of the key.
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District Secretary
· Attends monthly Office committee meetings and quarterly District meetings.
· Calls for items for meeting agenda from Group GSRs and from the Office Committee.
· Drafts and distributes meeting agendas.
· Takes minutes of monthly Office meetings and distributes them to the members of the Office committee.
· Takes minutes of quarterly District meetings and distributes them to GSRs and Office committee members.
· Submits a report on external correspondence sent and received to each monthly Office committee meeting and to each quarterly District meeting
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Registrar
· Attends Office committee meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting.
· Keeps an up-to-date record of the contact details of all Groups in the Darwin District, and coordinates with the Area Committee to maintain details of other groups in the Northern Region for publication in the meetings list.
· As a service to the Area Committee, keeps the Northern Region Meetings List up-to-date and publishes a new Meetings List whenever necessary, distributing it to the Groups, Office sub-committee members and the Australian General Service Office by email.  Provides the Office with hard copies of the Meetings List and ensures copies are also available in the receptacle outside the Office door.
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Literature Officer
· Attends Office committee Meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting. Report to include details of stock, purchases and sales.
· Ensures that an adequate quantity and range of AA literature is kept at the Office for sale to the Fellowship in Darwin.
· Takes all AA literature orders from the Fellowship in Darwin.
· Regularly seeks financial approval to order AA literature from the GSO, places orders, unpacks literature orders, checks literature received against tax invoices, advises District Treasurer of Invoice to be paid, packs literature onto CSO shelves.
· Carries out an annual stock-take and reports the results to the Fellowship at the AGM.
· Discards unsaleable and old stock.
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Office Maintenance Officer
· Attends Office committee Meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting.
· Keeps the Office supplied with office supplies including tea, coffee, milk, sugar, copy paper, toner, garbage bags, stationery.
· Keeps the Office vacuumed, clean and tidy.
· Arranges for the service, repair and replacement of office furniture and equipment when necessary.
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Public Information Coordinator
· Attends Office committee Meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting.
· Increases the profile of AA in Darwin using advertisements, AA posters, letters to professionals, etc.
· Cooperates and coordinates with Area A in all public information activities.
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Treatment and Correctional Facilities Coordinator
· Attends Office committee Meetings and quarterly District meetings.
· Submits a report to each monthly Office committee meeting and to each quarterly District meeting.
· Takes AA into treatment and correctional facilities in Darwin.
· Cooperates and coordinates with Area A in all T&CF activities.
· Maintains 12 Step roster for T&CF activities.
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IT/Webmaster
· Attends Office meetings and quarterly District meetings.
· Submits a report to each monthly office meeting and to each quarterly District meeting.
· Operates the District website.
· Maintains a current AA meetings list on the website.
· Maintains a local members area on the website which contains local news and events.
· Works with the Darwin Media committee to ensure the Website is of maximum use to newcomers and members trying to connect with us in Darwin.
· Administers the District Office Account with Telstra, our ISP and website provider.
· Is responsible for the Office Computer; its software updates and back up to one drive.



ROUNDUP COORDINATOR
Overall Objective:
The overall objective of the position is to arrange and coordinate a roundup committee and all necessary resources to plan and manage the Annual Darwin Roundup and ensure that the event is successful and within budget. Resources include finances, venue, communications, catering, speakers, meetings and other events. The event should be self- supporting through registration fees and donations.
The Roundup Coordinator will set up a roundup committee and allocate roles and responsibilities. Specific tasks to be undertaken are:
· In conjunction with the District Treasurer develop a detailed budget for the event. The total amount to be approved in advance by the Darwin District Committee. The detailed budget will include expenditure on venue, catering and materials as well as projected income from registrations.
· Select an appropriate venue and develop a detailed program of events including catering and refreshments
· Hold regular roundup committee meetings to ensure that a detailed plan is developed and progressed
· Ensure that all communications are arranged in a timely manner including flyers, notices in relevant publications and  websites
· Arrange all necessary additional assistance such as registration desk personnel, catering assistants, greeters, speakers and cleaning assistants 
· Report progress at each monthly District Office and quarterly District meeting including details of expenditure and income
·  Manage the running of the event to ensure the program runs to plan and issues arising are dealt with effectively
· Post roundup present a report to the Darwin District on the outcome of the event including financial summary, and comments on what aspects were particularly successful and what might be improved for future events
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