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Proposed Position Descriptions for the NHAA:
1 President
1 Vice-President
1 Treasurer
1 Director
 Chairman of an NHAA Committee

Position: President
Reports to: The Board of the NHAA
Position Brief:

Reporting to the Board of the NHAA, the President has the overall responsibility for the
operation of the NHAA. The President is to ensure that the organisation meets its
constitutional responsibilities, chairs all Board meetings and represents the organization
at industry meetings and events and to political parties.

Accountability Objective:

1 Ensure that the NHAA complies with all constitutional and compliance requirements.
1 Represent the interests of the profession at industry events and functions and to
political parties.

Duties:

1 Chair Board Meetings (twice per annum; three in an International Conference year)
and the NHAA’s Annual General Meeting.
1 Write a President’s report for:
1 Board meetings;
9 the Annual General Meeting; and
 the Association e-newsletter
and present the same at Board meetings and the AGM.

NHAA Board Position Descriptions Page 1 of 11



1 Attend and appropriately represent the Association at the Bi-annual International
Conference, introduce the opening speaker and close the Conference.

1 Assist the Board to write submissions on changes impacting and lobby government
ministers in support of the profession.

1 Review and vote on any submissions to the NHAA Board.

1 Represent the NHAA on an ad hoc basis at any industry meetings and events and
ensure stakeholders are informed of developments in and affecting the profession.

1 Assist the EO with any strategic, administrative and operational issues as required.

1 Determine, implement, maintain and promote where necessary the policy, strategy,

mission, vision and values of the Association in accordance with the NHAA'’s
Constitution and strategic direction.
1 Deal with matters referred to the Board by NHAA committees.

1 Ensure that all significant systems and procedures are in place for the association to
run effectively, efficiently and meet all legal and contractual requirements.

1 Ensure that all significant risks are adequately considered and accounted for by the
management team and ensure compliance obligation.

1 Ensure that the association has appropriate corporate governance structures in

place including standards of ethical behaviour and promoting a culture of corporate

and social responsibility.

Conduct an annual appraisal of and ensure regular meetings with the EO.

Act honestly and in good faith and in the interests of the organisation as a whole.

Exercise the degree of care, skill and diligence that a reasonable person in a like

position would exercise.

1 Keep confidential information obtained, and not disclose advantages or business
opportunities acquired, in the course of office.

1 Approve the annual audited accounts and creditor requisitions as required.

E N ]

Preferred Experience:

1 Substantial knowledge of the various associations representing and/or associated
with the profession and the profession itself.

i Extensive experience as a practitioner or close links with practitioners in the
profession.

1 Knowledge of the political system and where the profession fits into that system.

1 Strong background as a volunteer at senior levels within the NFP sector.

Reviews:

According to the NHAA'’s constitution, the term of the Presidency is for a maximum of 2
years and can be re-elected for up to one additional and consecutive terms.

Expenses:
The NHAA will reimburse the President for approved business expenses incurred in the

fulfillment of duties. An itemised statement of expenses together with a copy of receipts
is to be submitted following the incurring of expenses.
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Confidentiality:

The following Confidentiality Agreement is a requisite of holding a position of a Director
or Chairman of a Committee of the NHAA:

I, <insert name>, hereby undertake that during my term with the NHAA and except in
the proper course of my duties | shall not divulge to any person whomsoever and shall
use my best endeavours to prevent the publication or disclosure of any information
concerning the NHAA'’s business systems, finances or any of your dealings,
transactions or affairs concerning the NHAA’s members, sponsors, employees or other
volunteers which may come to my knowledge during or in the course of my term, nor
shall | use, without full disclosure, any such information for private gain. | also undertake
that without the NHAA'’s prior knowledge and consent | will not receive from any person
having dealings with the NHAA any gratuity, present or payment of any kind whatsoever
and | will not engage in any activity outside the NHAA'’s service which may or could
interfere with or in any way prevent my properly and satisfactorily dispatching my
duties. | agree that in the event of any breach of this understanding | may be subject to
a review process which may lead to dismissal.

| also agree that any business or dealing system, which | work on, develop or create will
remain the NHAA’s property. | will not transfer or remove for my own use or the use of
any other party by electronic or other means any information or any software developed
or created for and on behalf or for other affiliated organisations.

| further agree that after | have completed my term with the NHAA | will treat all such
information, which has come to my knowledge during or in the course of my term as
confidential and will not divulge it to any person.

The above undertakings given by me are in addition to, and do not derogate from, my

obligations in respect of Confidential Information at law or in equity or pursuant to any
statutory, trade or professional obligations, custom or use.
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Position: Vice-President
Reports to: The Board of the NHAA
Position Brief:

Reporting to the Board of the NHAA, the Vice-President acts as the President’s deputy,
providing direct support to the President and fulfilling the President’s responsibilities in
their absence.

Accountability Objective:

Provide support to the President to:

1 Ensure that the NHAA complies with all constitutional requirements.

1 Represent the interests of the profession at industry events and functions and to
political parties.

Duties:

1 In the President’s absence, chair Board Meetings (twice per annum; three in an
International Conference year) and the NHAA’s Annual General Meeting.

1 Attend and appropriately represent the Association at the Bi-annual International
Conference, introduce the opening speaker and close the Conference.

1 Assist the Board to write submissions on changes impacting and lobby government
ministers in support of the profession.

1 Review and vote on any submissions to the NHAA Board.

1 Represent the NHAA on an ad hoc basis at any industry meetings and events.

1 Assist the EO with any strategic, administrative and operational issues as required.

1 Determine the policy and strategy of the Association in accordance with the NHAA’s
Constitution and strategic direction.

1 Deal with matters referred to the Board by NHAA committees.

1 Conduct an annual appraisal of and ensure regular meetings with the EO.

1 Act honestly and in good faith and in the interests of the organisation as a whole.

1 Exercise the degree of care, skill and diligence that a reasonable person in a like

position would exercise.

1 Keep confidential information obtained, and not disclose advantages or business
opportunities acquired, in the course of office.

1 Approve the annual audited accounts.

Preferred Experience:

1 Substantial knowledge of the various associations representing and/or associated
with the profession and the profession itself.

i Extensive experience as a practitioner or close links with practitioners in the

profession.

Knowledge of the political system and where the profession fits into that system.

Strong background as a volunteer at senior levels within the NFP sector.

E

NHAA Board Position Descriptions Page 4 of 11



Reviews:

According to the NHAA'’s constitution, the term of the Vice-Presidency is for a
maximum of 2 years and can be re-elected for up to one additional and consecutive
terms.

Expenses:

The NHAA will reimburse the Vice-President for approved business expenses incurred
in the fulfillment of duties. An itemised statement of expenses together with a copy of
receipts is to be submitted following the incurring of expenses.

Confidentiality:

The following Confidentiality Agreement is a requisite of holding a position of a Director
or Chairman of a Committee of the NHAA:

I, <insert name>, hereby undertake that during my term with the NHAA and except in
the proper course of my duties | shall not divulge to any person whomsoever and shall
use my best endeavours to prevent the publication or disclosure of any information
concerning the NHAA'’s business systems, finances or any of your dealings,
transactions or affairs concerning the NHAA’s members, sponsors, employees or other
volunteers which may come to my knowledge during or in the course of my term, nor
shall | use, without full disclosure, any such information for private gain. | also undertake
that without the NHAA’s prior knowledge and consent | will not receive from any person
having dealings with the NHAA any gratuity, present or payment of any kind whatsoever
and | will not engage in any activity outside the NHAA'’s service which may or could
interfere with or in any way prevent my properly and satisfactorily dispatching my
duties. | agree that in the event of any breach of this understanding | may be subject to
a review process which may lead to dismissal.

| also agree that any business or dealing system, which | work on, develop or create will
remain the NHAA'’s property. | will not transfer or remove for my own use or the use of
any other party by electronic or other means any information or any software developed
or created for and on behalf or for other affiliated organisations.

| further agree that after | have completed my term with the NHAA | will treat all such
information, which has come to my knowledge during or in the course of my term as
confidential and will not divulge it to any person.

The above undertakings given by me are in addition to, and do not derogate from, my

obligations in respect of Confidential Information at law or in equity or pursuant to any
statutory, trade or professional obligations, custom or use.
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Position: Treasurer
Reports to: The Board of the NHAA
Position Brief:

Reporting to the Board of the NHAA, the Treasurer oversees the financial position of the
organisation in accordance with constitutional and compliance requirements.

Accountability Objective:

1 Adherence to constitutional and compliance requirements

1 Presentation of accurate monthly accounts

I Production of annual accounts

1 Setting, monitoring and maintaining the NHAA’s budget and cashflow
Duties:

1 Attend Board (twice per annum and three in an International Conference year)
meetings and the NHAA’s Annual General Meeting and Bi-annual International
Conference.

1 Write a Treasurer’s report for Board meetings and the Annual General Meeting and

present the same at each.

Review and vote on any submissions to the NHAA Board.

Provide assistance to the EO on any financial issues.

Sign and approve creditor requisitions as required.

Monitor the NHAA'’s financial position in accordance with budgetary expectations

and present to the NHAA Board.

9 Assist in the preparation and submission of annual budgets to the Board and
manage the same.

9 Provide financial advice, monitor risk and recommendations to the NHAA’s EO and
Board as required.

1 Co-ordinate the annual audit working with the auditor as required and sign and
submit the annual accounts to the Board and the AGM for approval.

1 Determine strategy and policy of the Association in accordance with the NHAA’s

Constitution.

Deal with matters referred to the Board by NHAA sub-committees and the EO.

Act honestly and in good faith in the interests of the organisation as a whole.

Exercise the degree of care, skill and diligence that a reasonable person in a like

position would exercise.

1 Keep confidential information obtained, and not disclose advantages or business
opportunities acquired, in the course of office.
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Preferred Experience:
1 Knowledge of the various associations representing the profession and the

profession itself
1 Knowledge of the political system and where the profession fits into that system.
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1 Formal qualifications in Accounting and preferably a member of a recognized
accounting association.
1 Strong background as a volunteer at senior levels within the NFP sector

Reviews:

According to the NHAA’s constitution, the term of the Treasurer is for a maximum of 2
years and can be re-elected for up to one additional and consecutive terms.
Expenses:

The NHAA will reimburse the Treasurer for approved business expenses incurred in the
fulfillment of duties. An itemised statement of expenses together with a copy of receipts
is to be submitted following the incurring of expenses.

Confidentiality:

The following Confidentiality Agreement is a requisite of holding a position of a Director
or Chairman of a Committee of the NHAA:

I, <insert name>, hereby undertake that during my term with The NHAA and except in
the proper course of my duties | shall not divulge to any person whomsoever and shall
use my best endeavours to prevent the publication or disclosure of any information
concerning the NHAA’s business systems, finances or any of your dealings,
transactions or affairs concerning the NHAA’s members, sponsors, employees or other

the NHAA
any gratuity, present or payment of any kind whatsoever
and | will not engage in any activity outside the NHAA'’s service which may or could

a review process which may lead to dismissal.

| also agree that any business or dealing system, which | work on, develop or create will
remain

or created for and on behalf or for other affiliated organisations.

information, which has come to my knowledge during or in the course of my term as
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