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2010 Student Association 

Executive Position Descriptions 

1.0 President 
The President shall: 

1.1 Preside at all meetings of the Association and the Management Committee. 

1.2 Chair meetings of the Student Association and meet regularly with the 

Executive committee members.  

1.3 Represent the Association and Campus at quarterly meetings of the ACU 

National Student Association (ACUNSA). 

1.4 Prepare a quarterly report of the Association’s activities and performance 

against the Operational Plan for submission at ACUNSA. 

1.5 Be the spokesperson and representative of the Association and campus in 

accordance with ACU/ACUNSA and local constitutions. 

1.6 Actively contribute to the planning, development and implementation of the 

Student Association and ACUNSA’s operational plan. 

1.7 Actively contribute to the planning, development and running of National 

Event(s) for the in the academic year. 

1.8 Set the agenda and develop/implement Student Association policy, new 

endeavours and services. 

1.9 Ensure the internal management of the Student Association is cohesive and 

effective. 

1.10 Oversee the activities of other Executive members and ensure the Student 

Association is meeting key performance indicators.  

1.11 Liaise with and develop strong relationships with Senior Management and 

other key University contacts. 

1.12 Aim to ensure all student interests are being represented and promoted 

through the services and activities of the Association.  

1.13 Liaise with and develop strong external relationships with community 

organisations, businesses  

1.14 Represent the student body or arrange for student representation on Campus 

or State Committees as required 

1.15 Attend major Campus functions (e.g. Graduation, Opening and Closing 

Liturgies) or other significant University or Campus activities 

1.16 Consult widely with the student body about student issues and activities 

1.17 Arrange for widespread publicity for Student Association activities using a 

variety of mediums eg: website, student dairy, newsletters, ACU Wired 

1.18 Liaise with the Associate-Vice-Chancellor / Dean on your campus regarding 

matters of concern to students of the campus. 

1.19 Ensure that annual elections on campus are conducted according to the 

Constitution and relevant Election Regulations and that an independent 

Returning Officer is appointed to ensure the validity and transparency of the 

elections. 

1.20 Accept full responsibility for the efficient and responsible management of the 

association, including the appropriate management of the association’s 

budget and finances 

1.21 Have a concern for the overarching matters of governance and leadership of 

Student Association 
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2010 Student Association 

Executive Position Descriptions 

1.22 Negotiate contracts and agreements, and discipline and mediation procedures 

1.23 The President must at all times act lawfully, with integrity, and uphold and 

enforce ACU/ACUNSA internal processes and visions. 

1.24 On average it is expected that the president commits to 20hours per week  

1.25 If the President is unable to fulfil the role of the President a period of less than 

four weeks the Executive Manager of the Office of Student Success must be 

informed and the Vice-President must receive delegate powers and act as 

acting-President. 

1.26 If the President is no longer able to fulfil the role of the President the 

Executive Manager of the Office of Student Success must be notified through a 

written resignation and delegate powers must be handed over to the Vice 

President. The Vice President shall be acting-President until a new election is 

called (no more than two weeks after resignation). 
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2010 Student Association 

Executive Position Descriptions 

2.0 Vice President 
The Vice President shall: 

2.1 Assist the President and act as President if there is a vacancy in the position of 

President, or where the President is otherwise unable to act 
2.2 Coordinate department heads/convenors of the sub-committees within the 

Student Association and report back to the president.  
2.3 Work with the President in the internal management of the Student 

Association and in maintaining open lines of communication with Senior 

Management.  

2.4 Ensure that the Management Committee of Student Association works 

cohesively and effectively with each other and with the study body in general.  

2.5 Preside at all meetings of the Association and the Management Committee. 

2.6 Attend major Campus functions (eg. Graduation, Opening and Closing 

Liturgies) or other significant University or Campus activities 

2.7 Consult widely with the student body about student issues and activities 

2.8 Arrange for widespread publicity for Student Association activities using a 

variety of mediums e.g.: website, student dairy, newsletters, ACU Wired 

2.9 Actively contribute to the planning, development and implementation of the 

Student Association’s operational plan. 

2.10 Assist the President to ensure the internal management of the Student 

Association is cohesive and effective. 

2.11 Help co-ordinate and drive the Student Associations campaigning and 

membership activities 

2.12 The Vice President must at all times act lawfully, with integrity, and uphold 

and enforce ACU/ACUNSA internal processes and visions.  

2.13 Regular communication with president on all activities being undertaken 

within the Student Association. 
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3.0 Treasurer 
The Treasurer shall: 

3.1 Attend training with finance officer at the start office term 

3.2 Ensure that correct books and accounts are kept and the financial affairs and 

transactions of the Association are on record. 

3.3 Review and verify the monthly financial statements prepared by the 

University in accordance with the Finance Protocol 

3.4 Regular correspondence with nominated financial officers  

3.5 Compile a monthly report interpreting and tracking Student Association 

budget’s against current financial reports to be presented to the Management 

Committee 

3.6 Develop a working budget for Student Association activities each semester in 

collaboration with the Executive Committee. 

3.7 Actively contribute to the planning, development and implementation of the 

Student Association’s operational plan. 

3.8 The Treasurer must at all times act lawfully, with integrity, and uphold and 

enforce ACU/ACUNSA internal processes and visions 
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4.0 Secretary 
The Secretary shall: 

4.1 Keep minutes of all proceedings at meetings of the Association and the 

Management Committee 

4.2 Give notice of meetings as required by the Constitution 

4.3 Attend to all correspondence of the Association 

4.4 Preside at all meetings of the Association and the Management Committee. 

4.5 Attend major Campus functions (eg. Graduation, Opening and Closing 

Liturgies) or other significant University or Campus activities 

4.6 Consult widely with the student body about student issues and activities 

4.7 Arrange for widespread publicity for Student Association activities using a 

variety of mediums eg: website, student dairy, newsletters, ACU Wired 

4.8 Actively contribute to the planning, development and implementation of the 

Student Association’s operational plan. 

4.9 Responsible for the administrative functions of the Student Association such 

as distribution of meeting agendas, minutes and action points.  

4.10 Works closely with the President and Vice President as well as all department 

heads/convenors to ensure that the Student Association’s work in 

representing the student body is executed smoothly and efficiently  

4.11 Manage the records and infrastructure of the Student Association.  

4.12 The Secretary must at all times act lawfully, with integrity, and uphold and 

enforce ACU/ACUNSA internal processes and visions. 

 

 

 

 

 

 


