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Management Committee Overview  
Each year a Management Committee is elected in accordance with Rules of the organisation, as outlined 
in the Constitution, at each Annual General Meeting. Our Management Committee must have at least 
seven (7) members, but no more than nine (9) members   

Membership of a management committee is not necessarily onerous, but does carry a number of 
significant responsibilities. These responsibilities fall into two categories: those of the committee acting 
as a group and those held by its members as individuals. 

The role of the committee is to manage the association in accordance with the purposes or objects as 
stated in its rules. In undertaking this role, the committee must fulfil a number of legal responsibilities, 
including ensuring the association complies with: 

• its obligations under the Act under which it is governed 

• its rules and any funding agreements or other contracts; 

• its legal responsibilities to any employees, such as complying with employment awards or 

agreements, paying tax and superannuation and providing a safe working environment  

• its legal responsibilities to members, volunteers and any clients or customers who may use our 

organization’s  services; 

• an assessment has been made whether insurance cover is required and to what extent; 

• any other relevant laws or regulations are complied with; and 

• specific financial responsibilities include making sure that: 

o there is compliance with requirements under the Act in relation to financial accounting and 
reporting to members; 

o the association can pay all its expenses  
o develop a budget annually and report variances quarterly 
o the conditions of any funding agreement are followed; 
o the accounts are audited or reviewed if required by the association’s law, the members rules 

or funding agreements; and 
o sound risk management procedures are in place. 

For example, a requirement that two authorised signatories sign off on any association 
cheque and that another member or employee completes cheque account reconciliations. 

U3A Sunshine Coast committee members owe the same duties to our members as Company Directors 
owe to members of a company. These duties apply to committee members and other persons who 
influence the management committee but who do not hold a formal committee position. 

  



U3A SUNSHINE COAST INC.  

MANAGEMENT COMMITTEE RESPONSIBILITIES  

 

 

U3A SUNSHINE COAST INC. LIFE, LEARNING, LAUGHTER  
 

Executive Committee 
Includes the President, Vice-President, Secretary and Treasurer as the Executive of the Management Committee. 
The Executive Committee can transact any urgent business of the Association that may arise between 
Management Committee meetings and submit a report of any such business transacted  to the next meeting of the 
Management Committee, provided always that the Executive Committee shall not incur expenditure in excess of 
five thousand dollars ($5,000.00).  

The President 
The President oversees the operation of the organisation and ensures that all members have the chance to play an 
active part in the Management Committee. The President’s responsibilities include:  

• Ensure that all statutory regulations and the organisation’s own rules are observed  

• Stay in touch with what is happening at operational level, as required, to ensure the strategic direction 

matches members requirements 

• In consultation with the secretary agree MC agenda items to ensure all necessary business is discussed. 

• Allow for all members to be heard during meetings  

• Ensure that at the end of every meeting, each member has a clear understanding of tasks to be 

performed and decisions made  

• Close meeting after the business at hand has been properly conducted  

• Ensuring that other committee members are fulfilling their commitments  

• Representing the organisation at external events and meetings 

The Vice President 
Sometimes the President is unable to carry out the duties of their office for various reasons. In that situation, a 
properly trained vice-president is prepared to administer the organisation in their absence. However, as 
Membership is the cornerstone of our organization taking the leadership in all matters relating to our members 
would enhance this role   
 
The Vice-President’s responsibilities include: 

• Chairing meetings in the absence of the President 

• Represent the President at events and meetings as required.  

• Acting in the role of President as required 

• Be responsible for matters relating to membership 

 
The Secretary 
The Secretary’s functions include, but are not limited to:   

• Call meetings of the organisation, including preparing notices of a meeting and of the business to be 

conducted at the meeting in consultation with the President, keeping minutes of each meeting and the 

register of outstanding actions arising from MC meetings  

• Keep copies of all correspondence and other documents relating to the organisation 

• Ensure the register of members of the Association is current and accurate 

• Responsible for the timely administration of the organisation 

• Ensure all insurances and other statutory requirements are addressed in a timely manner  

• Responsible for the copyright requirements of the organisation 
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• Upon written request from a financial member of U3ASC, make available, at the office of U3ASC, minutes, 

financial statements and books of record requested by member within one (1) calendar month of receipt of 

the request. 

• Act as the Public Officer 

The Treasurer 
The Treasurer has a watchdog role over all aspects of financial management, working closely with President to 
safeguard the organisation's finances. In summary, the Treasurer is responsible for:  

• General financial oversight 

• Financial planning and budgeting 

• Financial reporting 

• Banking, bookkeeping and financial recordkeeping  

• Control of fixed assets and supplies 

• Timely processing of accounts 

• Prudent management of the organisation’s  investments 

Management Committee Members 
 
An effective Management Committee is comprised of people with an appropriate range of skills and in general 
they should exemplify the following qualities: 

• Be willing to accept responsibility  

• Have the ability to think laterally 

• Be enthusiastic and dedicated to our organisation   

• Be financially literate  

• Have strong leadership and communication skills  

• Be able to understand and relate to sponsors and partners 

• Have good time management skills  

• Be ethical, honest and trustworthy 

• Be committed to our strategic direction  

• Be a team player  

• Have a sound understanding of the business of our organisation and the interdependencies 


