
The management of the University of Melbourne Secular Society is the collective responsibility of 

the committee, under the leadership and guidance of the President. As such, ultimately all tasks and 

functions are the joint responsibility of the committee as a whole, and specific tasks may be assigned 

or divided among individual committee members, under the direction of the president, as is deemed 

appropriate for the situation and given the availabilities of individual committee members. The 

following distribution of responsibilities should thus be considered to be a general guide only, and 

should not be taken as rigidly proscriptive, nor should any assignment of responsibilities herein be 

interpreted in any manner which contradicts the underlying principle of joint, collective committee 

responsibility for all aspects of club management. 

That being said, and subject to the qualifiers as outlined above, the general distribution of tasks 

between committee members shall be as follows: 

President: provide leadership for the club, coordinate the actions of the rest of the committee 

members, assign responsibilities to individual committee members, chair committee meetings, liaise 

with external organisations, take leading role in organising the club's event calendar, oversee the 

rest of the committee in the fulfilment of their responsibilities, and ensure that club resources are 

being used to effectively further the club's goals. 

Secretary: provide support for the president as needed, take and subsequently make available 

minutes for committee meetings, maintain the club membership list, assist with grant applications 

and other administrative functions. 

Treasurer: take prime responsibility for managing the club's finances, keep accurate and regularly-

updated records of club expenditures and incomes, take lead role in submitting grant applications 

and applications for payment, manage chequebooks, withdraw and deposit money from the bank 

account as needed, ensure that all receipts are digitally scanned and archived. 

Publicity Officer: take prime responsibility for managing club advertising, manage the club's email 

account, regularly update the club website, and coordinate the process of producing or obtaining 

new designs for posters, club merchandise, etc. 

Community Officer (proposed): take a leading role in welcoming new club members, provide a 

particular voice for club members from traditionally underrepresented groups, ensure that all club 

members feel welcomed, safe, and accepted, take a special role in hearing and addressing any 

problems of discrimination, harassment, and other such disputes. 

General Committee Members: assist in any and all functions as directed by the executive members, 

provide advice and expertise on any relevant matters via committee meetings and the committee 

facebook group, and assist with the running of events. 

 


