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PRESIDENT

CHARACTERISTICS

1.

10.
1.

12.

13.

The President should be a good listener.

2. The President should be familiar with the duties of the President and the Executive members.

3. The President should know the constitution and other rules of the Association.

4. The President should be familiar with the correct procedures at a meeting.

5. The President should maintain good human relations and communication skills.

FUNCTIONS

1. Direct and manage the Association in striving to reach its vision and mission and in the application of its
objectives in accordance with the Constitution.

2. Serve as a member of the Management Committee.

3. Convenes and chairs all official meetings of the Core and Extended Executive Committees, Management
Committee and full meetings of the Association.

4. Closes or adjourns meetings.

5. Be in regular communication with the Management Committee, Secretariat and Executive Committee
regarding the handling and finalising of relevant issues.

6. His/her role is to be a guide, referee and co-ordinator of the Executive Committee and the Association and
its activities.

7. Signatory for all formal documentation. Should the President not be available, the Management Committee
can take over this role in the President’s absence. He/she must authorise all documents, expenses etc.
before it is validly issued. If the President is not available, the Management Committee must approve
documents, payments and expenses efc.

8. Act on behalf of the Association’s best interests and not hisfher own private interests. Potential conflicts of

interests of the President should be declared.

Attends conferences and other related stakeholder meetings on behalf of the Association to promote the
Association’s profile and image.

Liaises with other International Dietetic Associations and other stakeholders.

ldentify and establish contact with ADSA members who could possibly represent the interest of ADSA on
other relevant nutrition and profession related bodies.

Co-ordinates feedback to members and the public together with the portfolios; COO and Communications
when required.

Aim to establish and promote collaborative relationships with other role-players and stakeholders in the field

of health, food and nutrition in South Africa as decided by the Core Executive Committee.



RESPONSIBILITY AND REPORTING
1. The President shall be responsible to the ADSA Executive Committee and shall report to that body at

meetings as they occur.

2. The President shall prepare a report for the Association’s Annual Report for distribution to all members and
for tabling at the Biennial General Meeting.

3. The President will ensure that all external contracts are in place and renewed timeously, and for holding

service providers accountable for delivery of services.



CHIEF OPERATING OFFICER (COO)

A part-time employed registered dietitian, who would predominantly be responsible for the day-to-day operations of

the Association, ensuring smooth and efficient execution of ADSA’s strategic vision, towards operational

excellence. The COO would also need to assist with other Executive portfolios, where and as necessary.

FUNCTIONS

1.
2.

10.

1.

12.

13.
14.

1.

Serve as a member of the Management Committee.

Co-signatory to the Association’s bank account and support the treasurer in approving payments where
needed.

Assist with the functions of the Communications portfolio, including generating media releases and social
media content. Respond to media-related queries and be available when spokespeople are not.

Assist with regular updating and maintenance of ADSA’s website, together with the Secretariat.

Provide support to ADSA Core Executive and Regional Representatives as needed (on request/ when
other portfolio holders are on leave).

Manage the contractual agreements with sponsors and facilitate renewals and payments.

Build and strengthen relationships with sponsors and coordinate the utilisation of sponsor benefits. Maintain
an updated database of sponsors and coordinate the annual review and updating of sponsorship packages.
Coordinate inputs to various external publications, such as the South African Journal of Clinical Nutrition
(SAJCN), and the International Confederation of Dietetic Associations (ICDA) newsletter (if necessary,
together with a sub-committee).

Plan and implement a schedule whereby ADSA members receive communication on updates (projects,
activities etc) from the Core Executive Committee at least 4 times a year via the Quarterly Executive e-
newsletter.

Management, co-ordination and proof reading of the weekly mailer and standalone mailers, which will be
distributed by the Secretariat.

Liaise with Advertisers for various mailer and newsletter advertising opportunities. Invoice Advertisers as
required. Liaise closely with the Secretariat regarding all communication sent out to members.

Should be included in all communications between core executive members and on important tasks and
roles.

Keep records of all communications as mentioned above.

Timeously handle all correspondence (agenda, reports etc.) regarding Executive and Management
Committee meetings - prior to and after meetings.

Take minutes and compile action lists following executive meetings and distribute them to the Core

Executive Committee within four (4) weeks after a meeting. Once the minutes have been approved by the
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16.

17.
18.
19.
20.

Core Executive Committee, it should be distributed to the Extended Executive Committee and loaded onto
the ADSA Google Drive folder.

Minutes of the BGM of the Association shall be sent to all members within eight (8) weeks after the

Biennial General Meeting.

Keep an ongoing committee action list up to date.

Manage and maintain an updated list of ADSA committees, sub-committee and representatives.
Co-ordinate ADSA appointed representative on any publication boards etc.

Liaise with SAJCN and SAMJ regarding special coverage of National Nutrition Week or other ADSA

activities.

RESPONSIBILITY AND REPORTING

1.

The COO will report to the ADSA Management Committee and shall prepare an annual report and quarterly
feedback reports.

The COO will be required to submit a monthly timesheet for payment to be guaranteed.

The COO will work remotely. The COO may be required to travel, either to ADSA meetings as required and/
or when necessary/approved, to radio/television studios for interviews, and other projects or activities as

mutually agreed upon.

SALARY / REMUNERATION

1.

The COOQ is expected to work 15 hours per week, to be distributed over 5 days to ensure regular availability.
Pre-approval should be obtained from the Executive Committee to exceed the maximum hours, dependent
on project specific requirements and available funding. The COO will be remunerated at an agreed upon
hourly rate. An annual inflation-related increase is subject to approval by the core executive committee and
pending the financial status of the Association at the time.

The individual will make their own tax payments and will be responsible for their own benefits and
administration costs.

The contract will be renewed annually. One month notice period is required for resignation or non-renewal
of the contract. A three-month probation period will be in place for any newly appointed individual to the

position, during which time remuneration will be at 50% of the usual hourly rate.



TREASURY

FUNCTIONS

1.
2.
3.

© © N o

10.

1.

12.
13.

Serve as a member of the Management Committee.

Co-signatory on the bank account and authorise invoices and payments.

Assist the President and Executive Committee in the formation, maintenance and implementation of the
financial policy and financial rules of ADSA.

Oversee all aspects of the treasury for the orderly and effective administration of the finances of the
Association.

With input from the Executive Committee and Secretariat, draw up the annual ADSA proposed budget and
oversee incomes and expenses throughout the year.

Liaise with the Secretariat to ensure that budget items and expenses are allocated correctly.

Assist the President in budget decisions.

Approve payment for claims from the Executive Committee and Regional Representatives.

Approval, in consultation with the Management Committee, of expenses not included in the annual budget,
up to R5,000, in accordance with the finance policy of the Association.

Support specific projects (e.g. President’s Office / Secretariat / National Nutrition Week/ weekly mailer and
ADSA Newsletter / CPD / Bursaries efc.) with an identified need for sponsorship, to source and approach
potential funders, with input from the full Executive and the Management Committee.

Assist in the consideration of unexpected decisions concerning expenses and make appropriate
recommendations to the Executive Committee.

Assist in administrating of donations, as relevant.

Provide support towards the financial management and administration of any projects undertaken by the

Association, including projects or events in collaboration with other stakeholders.

RESPONSIBILITY AND REPORTING

The Treasurer shall be responsible to ADSA Core Executive Committee, shall report on the current financial position

to that body at meetings as they occur, prepare quarterly feedback reports and prepare a report for tabling at the

Biennial General Meeting.




MEMBER RELATIONS

FUNCTIONS

1.
2.

9.

10.

1.
12.

Serve as a member of the Management Committee.
Lead the planning of membership drives and initiatives, with the support of other relevant portfolios, with
the aim of recruiting new members and retaining existing members.
Hande membership correspondence together with the Association’s management company or appointed
Secretariat.
Assess membership applications for eligibility.
Coordination of the Association’s Student Bursary application process and the administration related to the
bursary recipients.
Liaison with third parties on verification of membership and eligibility for membership benefit discounts,
such as professional indemnity, PEN access and ADSA congress discount.
Address termination of membership with the Secretariat.
Work together with the Secretariat to compile correspondence to the various categories of members,
following the closing date of membership renewals/applications, as outlined below:

= Welcome letter

= Branch contact details

= Link to ADSA’s Constitution
Update and source new membership benefits with input from the Core Executive Committee.
Generate, edit and co-ordinate social media content. on closed (members-only) groups and approve
member applications on member-only groups.
Act as the communication link between Regional Representatives and the Executive Committee.

Provide support and guidance regarding queries and challenges experienced by Regional Representatives.

RESPONSIBILITY AND REPORTING

The Member Relations portfolio holder shall be responsible to the ADSA Executive Committee and shall report to

that body at meetings as they occur and prepare an annual report and quarterly feedback reports.



COMMUNICATIONS

NOTE: Public Relations should be viewed as a more external focus (ADSA to the outside community) while

Communications should be viewed as more internal (ADSA to ADSA). The portfolio will be responsible for
coordinating all communications to both the public and members.

The COO will work closely with the Communications portfolio holders on planning and implementation of
various activities as required.

A Public Relations agency or Secretariat may be contracted as the PR service provider to provide
consultation services or day-to-day services for running the PR activities for ADSA. The Management
Committee will maintain the contract with the PR service provider, stipulating the required tasks and
outcomes from the PR service provider.

A 2-year PR plan should be created with the help of the current PR portfolio holder and the incoming portfolio

holder to allow for continuity.

FUNCTIONS
ANNUAL NATIONAL HEALTH AWARENESS WEEKS (i.e. National Nutrition & Obesity Week, Breastfeeding Week
and Dietitian’s Week)

1.

Work together with key stakeholders to plan and implement a strategy for each relevant health and nutrition-

related awareness campaign.

2. Co-ordinate nutrition-related activities together with relevant executive portfolio holders and the PR service
provider.
3. Keep members informed of all the nutrition-related awareness campaigns and possible activities for
involvement / input.
4. Keep records of nutrition-related awareness campaigns (sponsors, media coverage, feedback) for future
reference/planning.
MEDIA SPOKESPERSONS

1.

Advertise through the ADSA mailer and social media for ADSA media spokespersons. Continue to strive for
diversity in interests and languages spoken by the spokespeople.

Develop and maintain together with the PR service provider a database of ADSA members who have
volunteered as ADSA spokespersons, including their special interest areas.

Working alongside the PR service provider, endeavour to establish and maintain a sound working

relationship with the media.



4. The Communications Portfolio holder is the first point of contact for media and will handle all correspondence

with the media, with assistance from the PR service provider.

5. Where possible keep an eye on lay press publication articles on nutrition and respond appropriately.

MEDIA RELEASES

1.

Plan and implement media release campaigns, as identified as a project by the Association.

2. Be the core point for receiving alerts as to upcoming/current issues.

3. Co-ordination and managing the approval process and publication of media releases etc.

SOCIAL MEDIA

1.

OTHER

The Communications Portfolio holder will manage the day-to-day activity on the social media accounts, e.g.
Facebook, X, Instagram, LinkedIn, YouTube and the NutritionConfidence blog.

The Communications Portfolio holder will create or coordinate the creation and review of nutrition content
to be posted on social media, on a weekly basis.

The Communications Portfolio holder will assist with responding to queries on social media accounts and
refer to other portfolio holders where necessary.

Work closely with the appointed PR service provider to generate a monthly social media content plan.

Manage the PR budget together with the COO.

Work with the PR service provider to co-ordinate additional content development, including positive profiling
of the dietetics profession and ADSA in the media.

Coordinating input from the Executive committee on public relations and communications activities and
communicating these accordingly.

Manage the ADSA WhatsApp group.

RESPONSIBILITY AND REPORTING

1.

The portfolio holder will be responsible for reporting directly to the Executive Committee and prepare an
annual report and quarterly feedback reports.

The portfolio holder will be responsible for providing regular communication and feedback to members on
the various PR activities.

The Executive Committee will have a final say or vote on any projects undertaken by the portfolio.

The portfolio holder is entitled to form as many sub-committees as they deem necessary to carry out the
functions of the portfolio. The establishment of any sub-committee will require inviting all ADSA members
who wish to be part of the sub-committee to take part, through the national ADSA mailer. Numbers on sub-

committees may be limited and, in the case where the numbers requesting participation is greater than the
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number required, the ADSA Executive will vote. A sub-committee will only be appointed for the duration of
the specific project. Membership of any sub-committee will be an unpaid position as is the case with most
Executive committee portfolios.

The portfolio holder will be required to liaise especially closely with the following other Executive portfolio

holders: the Management Committee as well as with the Secretariat.
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PROFESSIONAL PRACTICE

FUNCTIONS

1.

2
3
4.
5
6
7

Manage all professional issues relating to Private Practicing Dietitians (PPDs).

Liaise with the Board of Healthcare Funders and medical aids.

Lead a periodic needs assessment among members of the Association.

Manage the review of and negotiate the prescribed fee structure for PPDs.

Communicate with PPDs regarding issues relating to the practice of PPDs.

Establish a line of communication between dietitians in the public sector and ADSA.

Keep dietitians in the public sector informed on relevant development in this sector; including information
on relevant employer / labour negotiations.

Participate in processes towards establishment of National Health Insurance.

Support the Executive Committee with a review of literature or international standards, as required.

RESPONSIBILITY AND REPORTING

The portfolio holder shall be responsible for reporting directly to the Executive Committee, shall report to that body

at meetings as they occur and prepare an annual report and quarterly feedback reports.
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CONTINUOUS PROFESSIONAL DEVELOPMENT

FUNCTIONS

1.

Liaise with the Professional Board of Dietetics and the Health Professions Council of South Africa regarding:
a) Continuous Professional Development (CPD) for dietitians
b) The functioning of the ADSA CPD Accreditor
Manage the ADSA CPD Accreditor function. The role of the Accreditor is defined by the HPCSA, and is to
review and approve applications for the provision of CPD activities by organizations and individuals without
accredited service provider status; to monitor these activities; and to revise continuing education units
(CEUSs) allocated in the event that the provider fails to comply with the rules and regulations of the CPD
guidelines.
Represent the Association on the National Accreditor Forum of the HPCSA.
Support the organisation of in-person CPD activities by the Association in collaboration with the rest of the
Executive Committee and Regional Representatives. Support the planning and execution of online CPD
and related activities on ADSA Learn.
Distribute information of planned CPD opportunities to all members, in consultation with the Chief Operating
Officer and the Secretariat.
CPD attendance submission to the HPCSA, excluding ADSA Learn activities.
Identifying training needs and requirements of members in collaboration with the ADSA Learn portfolio
holder.

RESPONSIBILITY AND REPORTING

1.

The portfolio holder shall be responsible for reporting directly to the Core Executive Committee, shall report
to that body at meetings as they occur and prepare an annual report and quarterly feedback reports, which

includes all accreditors and activities accredited by ADSA during that time period.

REMUNERATION

1.

The CPD Portfolio holder will be remunerated at an hourly rate for activities and actions related to the CPD
accreditor. Activities as a member of the executive committee will not be included for this purpose, e.g.
attendance of committee meetings, report writing (excluding such as related to CPD accreditor), contribution
to routine communication such as weekly mailer, newsletter or social media content.

The CPD accreditor will be required to submit a monthly timesheet for payment to be guaranteed.

The CPD Accreditor contract will be renewed annually. One month notice period is required for resignation
or non-renewal of the contract. A three-month probation period will be in place for any newly appointed

individual to the position, during which time remuneration will be at 50% of the usual hourly rate.
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ADSA LEARN

FUNCTIONS

1.
2.

© N o o &

Coordinate content for the ADSA Learn platform.

Identify training needs and requirements of members in collaboration with the CPD portfolio holder.

Apply learning design (including media elements) for ADSA Learn activities. Facilitate training sessions or
activities where needed.

Implement all activities on the learner management system.

Manage and respond to support queries on the ADSA Learn platform.

ldentify and liaise with collaborators and other stakeholders.

Approve CPD point allocation and submission to the HPCSA, for ADSA Learn activities.

Internal and external marketing and dissemination of the platform and ADSA Learn activities.

RESPONSIBILITY AND REPORTING

1.

The portfolio holder shall be responsible for reporting directly to the Core Executive Committee, shall report

to that body at meetings as they occur and prepare an annual report and quarterly feedback reports.

REMUNERATION

2.

The ADSA Learn Manager will be remunerated at an hourly rate for activities and actions related to the
ADSA Learn platform. Activities as a member of the executive committee will not be included for this
purpose, e.g. attendance of committee meetings, report writing, contribution to routine communication such
as weekly mailer, newsletter or social media content.

The ADSA Learn Manager will be required to submit a monthly timesheet for payment to be guaranteed.
The contract will be renewed annually. One month notice period is required for resignation or non-renewal
of the contract. A three-month probation period will be in place for any newly appointed individual to the

position, during which time remuneration will be at 50% of the usual hourly rate.
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REGIONAL REPRESENTATIVES

At least one Regional Representative will be elected per geographical region.

Where applicable a Regional Representative may also nominate one (1) student representative from each university

offering dietetics to support the execution of their responsibilities, especially relating to university activities.

FUNCTIONS

The main responsibilities of the Regional Representatives will be to support the executive committee by:

1.

2 e

Working together with the Executive Committee to support the planning of CPD activities in their region, as
planned by the Executive Committee.

Communicating with members within their region.

Communicating with universities offering dietetics training within their region.

Supporting all dietitians within the different sectors, from within their region.

Liaising and collaborating with the Core Executive Committee.

Contributing content to outputs of the Association, including mailers, newsletters, social media and others as

relevant

RESPONSIBILITY AND REPORTING

Regional Representatives shall be responsible for reporting directly to the Extended Executive Committee, shall

report to that body at meetings as they occur.
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MANAGEMENT COMMITTEE

COMPOSITION
CHAIRPERSON: President
MEMBERS: Chief Operating Officer

Treasurer

Member Relations

FUNCTIONS

1.

10.
1.
12.

13.
14.
15.

Assist the President in the daily decision-making and execution of the duties of the Association, in line with the
Constitution and other guiding documents.

Deliberate over the short-term and long-term strategic vision and operations of the Association, in consultation
with the Executive Committee.

Responsible for the correct functioning of the Association, inclusive of all outsourced or contracted services.
The Management Committee shall not take decisions that could have any policy or major financial implications
(in excess of R5,000) for the Association.

Liaise closely with the Secretariat on administrative and financial aspects of the Association.

Establish and promote collaborative relationships with other role-players and stakeholders in the field of health,
food and nutrition.

Initiate and respond to correspondence and enquiries. Communicate with the public, in response to letters and
telephone enquiries.

Handle all complaints laid against ADSA members or dietitians by member/s of the public, individuals or groups,
through referral to appropriate structures.

Identify and recruit sponsors in accordance with the Association’s Sponsorship Guidelines.

Build and strengthen relationships with the sponsors.

Update all policies and guiding documents as required, with approval from the Executive Committee.

Liaise with other international dietetics associations or other organisations/societies/associations regarding
position statements and press releases and use of the same material. Work closely with the Communications
portfolio holder.

Initiate or pursue other opportunities for collaboration with stakeholders, following a risk assessment.

Receive and monitor proposals for Honorary membership and refer to the Executive Committee

Play a supporting role should a committee member require assistance during periods of increased demand (send
| receive emails; follow up on communications; do literature review or find appropriate resources to complete

tasks (such as media queries re latest studies etc).
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16. The Management Committee shall meet bimonthly and have bimonthly meetings with the Secretariat.

RESPONSIBILITY AND REPORTING

1. Report through the President to the Executive Committee on its various decisions and actions at quarterly

Committee meetings.
2. Reports/Minutes of Management Committee meetings shall be tabled at the Executive Committee meetings.
3. Where for some reason the President is not available, the Management Committee will take over the

responsibilities of the President.

REMUNERATION

1. Apart from the Chief Operating Officer, members of the Management Committee will not receive time-based

remunerations for duties pertaining to their respective portfolios or that of the Management Committee.
2. The President, Treasurer and Membership Relations portfolio holders will receive a monthly honorarium, as
determined by the Executive Committee. Annual inflation-related increase of these honoraria is subject to

approval and pending the financial status of the Association at the time.
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CORE EXECUTIVE COMMITTEE

COMPOSITION
CHAIRPERSON: President
MEMBERS: Chief Operating Officer

Treasury

Member Relations

Communications

Professional Practice

Continuous Professional Development (CPD)
ADSA Learn

FUNCTIONS

1.
2.

o o bk~ w

10.

1.

12.

Approval of the policies of the Association, which includes the Financial and Sponsorship policies.
Approval of actions that result in financial expenses for the Association. All expenses relating to the routine
operations of the Association, and planned projects, will be approved by means of an annual budget.
Additional actions or activities not included in the annual budget should be approved by the core executive
committee before commencement.
Review and/or update and/or approve all documents that are distributed under the name of the Association.
Consider and approve affiliation with other organisations and stakeholders.
Execution of all duties to achieve the aims of the Association at national and international level.
Co-opt any member of the Association or any other suitable person to assist in the execution of specific
duties or projects.
Award and approval of suitable academic and other achievements awards / student awards awarded by the
Association.
Approval of continued membership or termination of membership after due consideration of any member
whose actions may harm the good name of the Association or of a member found guilty of contraventions
by the HPCSA.
Determination of membership fees to be paid by all members of the Association.
Attend events on behalf of ADSA, as delegated, and provide written feedback to the committee and compile
feedback to members to be shared through social media and the quarterly newsletter.
Coordinate and manage CPD events to be hosted in the various regions of ADSA, with the assistance of
the Regional Representatives.
Manage and maintain up-to-date content on ADSA’s website and social media.
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13. Selected committee members will serve on the Local Organising Committee for the biennial National

Nutrition Congress.

14. Review the Constitution and update following the acceptance of proposed changes at the BGM.

RESPONSIBILITIES AND REPORTING

1.

The Executive Committee shall meet quarterly and as often as deemed necessary by the President or at
the request of one or more members of the Executive Committee. The Executive Committee and Regional
Representatives shall meet at least twice per year and as often as deemed necessary by the President or
at the request of one or more members of the Executive Committee.

Minutes of the Executive Meeting shall be sent to Extended Executive Committee members four (4) weeks
after a meeting.

A Biennial General Meeting (BGM) of the Association shall be held at the biennial nutrition congress.
Minutes of the BGM of the Association shall be sent to all members within eight (8) weeks after the Biennial
General Meeting.

Proposals for amendments to the Constitution shall reach all members of the Association at least thirty (30)
days before the BGM of the Association.

Each portfolio will be responsible for maintaining the portfolio email address as well as saving important
documents to Google Drive for the purposes of good record-keeping and handover.

A thorough handover process should be in place for new committee members. This process is to happen
timeously (roughly within a month of the change in portfolio holder) to ensure effective continuity. The
outgoing portfolio holder shall make themselves available to provide support for a period of six months.
Once the new portfolio holder has been fully orientated, the outgoing portfolio holder should disable any

access to the portfolio email address and Google drive folders.

HONORARIA

1.

3.

The President, Treasury, Member Relations, Communications and Professional Practice portfolio holders
shall receive a monthly honorarium for the duration of their term of office to ensure they are able to serve
the Association adequately. The honoraria are to be reviewed and increased annually based on inflation
and budget considerations, or an amount deemed suitable by the Executive Committee.

Core activities undertaken to ensure the day-to-day running of all other portfolios will not be remunerated,
including but not limited to core responsibilities of each portfolio, communication, meeting attendance and
reporting on portfolio matters.

Additional project-specific functions and activities allocated to portfolio holders will be remunerated at an
hourly rate, provided this has been pre-approved and budgeted for. Hours will be invoiced on completion of
deliverables. The hourly remuneration rate is to be reviewed and increased annually based on inflation and

budget considerations, or an amount deemed suitable by the Executive Committee.
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The Chief Operating Officer, CPD and ADSA Learn portfolio holders will be contracted and remunerated at
an hourly rate. Pre-approval should be obtained from the Executive Committee to exceed the maximum
hours, dependent on project specific requirements and available funding. An inflation-related annual

increase will be offered, and the service level agreements will be reviewed annually.
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EXTENDED EXECUTIVE COMMITTEE

COMPOSITION
CHAIRPERSON: President
MEMBERS: Core Executive Committee

Regional Representatives

FUNCTIONS
1. Implement the decisions and policies made by the Executive Committee at local level.
2. Communicate feedback from the Executive Committee to branches and members.
3. Act as the immediate contact point for members within each region.
4

Assist the Core Executive Committee in planning and hosting regional events.

RESPONSIBILITY AND REPORTING

1. The Extended Executive Committee shall meet at least twice a year. One of these meetings should be in-

person, if financially feasible.
2. Minutes of the Extended Executive Meeting shall be sent to Executive Committee members and Regional

Representatives four (4) weeks after a meeting.
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EXTERNAL SECRETARIAT

COMPOSITION

As per a signed contract, an association management company will be contracted to manage the Secretariat of the

Association. The contract should be reviewed and renewed annually. Further details on the roles and responsibilities

of the Secretariat will be defined in the Service Level Agreement and contract.

FUNCTIONS

Management of the Association on a day to day basis, by managing and administering the following:

1.

10.
1.
12.

13.

Must be available during normal office hours (8 hours per day) Monday to Friday to answer telephone calls,
send and receive emails to deal with basic inquiries (members and public) and when necessary refer
problems or queries to specific Executive Committee members.
Should only close for the last week of the year and the first week of the New Year, or as otherwise organised
with the President and Management Committee.
Provide information to the public and companies on request with requests being handled within a 48-hour
period.
Keep record of activities.
Manage and run an up-to-date database (including e-mails) for all members:

= By membership category

= Byregion

= By area of practice
Manage and keep an updated filing system and archives.
Co-signatory on the Association’s bank account.
Control the financial management of the Association including payment of invoices, payment to the Receiver
of Revenue and the handling of associated Income Tax administration.
Administration and management of all aspects pertaining to the Not-for-Profit Organisation status of the
Association.
Administration of donations, as relevant.
Administration of membership fees.
Arrange for external Auditors to prepare Financial Statements annually at financial year end in accordance
with the constitution.
Regularly perform banking functions, in collaboration with the Treasury and / or Chief Operating Officer and

| or President portfolios as co-signatories.
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14.

15.

16.

17.

18.

19.

20.

21.

22.
23.

Do bookkeeping of monies received and payments required, in collaboration with the Treasury portfolio,
including monthly financial reporting up to trial balance.

Issue invoices for chargeable services, except for sponsorship and advertising invoices, which will be issued
by the COO, and CPD accreditation invoices, which will be issued by the CPD Accreditation Officer. Manage
the bookkeeping of these transactions, in collaboration with the Treasury portfolio.

Responsible for the circulation of necessary reports, notices, e-mails and newsletters to members.

Serve as webmaster for the ADSA website.

Annual updating of the membership electronic application forms in collaboration with the Member Relations
portfolio holder.

Oversee the management of electronic membership applications and renewals together with the Member
Relations portfolio holder and respond to related enquiries to resolve any challenges experienced.

Keep the Executive Committee and Regional Representatives updated on membership matters and
membership demographics.

Provide DT numbers of ADSA members on request from the executive committee or specified third party.
Liaise with third-party service providers or stakeholders, as relevant.

Implement active debt collection for unpaid members and other outstanding invoices.

RESPONSIBILITY AND REPORTING

The Secretariat shall be responsible to the ADSA President and the Management Committee, as well as the ADSA

Executive Committee portfolio holders, through the Management Committee where it concerns their portfolios.

Monthly strategic meetings will be held between the Secretariat and the Management Committee.
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