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DUTIES FOR OFFICE CO-ORDINATOR



May 2016

NB Some duties have been taken on  in the absence of an Area Secretary

  
1.  Prepare a six monthly roster for the office roster volunteers. Ensure that all Office volunteers are properly trained.                                                                                                      
2.  Pay fare contribution (currently $4) to roster members and any other SA Area Committee members who attend the Office on SA Area business.   
3.  Order or buy supplies for office – all stationery, stamps, supplies for computer, 
 photocopier and any twice a year milk, tea coffee sugar  for  Office Volunteers and Groups in the Office meeting room. Ask  for funds (Petty Cash)  as needed from the Treasurer for this purpose.  Record all moneys received and spent (keep any receipts).  Send a monthly statement of receipts and expenditures to the Treasurer.

4..Clear the PO box frequently. Record all mail received and distribute to the proper receipents. Some mail will need to be dealt with by the office Coordinator. Record all mail received to report to SA Area Committee at the Committee Meetings.  

5.  Check incoming emails and deal with them as necessary. Record all emails received and sent to report to SA Area Committee at the Committee Meetings.  
6.  Prepare a report for SA Area Committee Meetings every six week about how the  office is running, any problems, etc. Usually a cheque from the Treasurer for Petty Cash is  written at these meetings. 
7.  Keep the desk file which contains all information and guidelines for use by the office volunteers should be kept up to date.

8. Arrange for the Office carpets to be cleaned annually. 

9. Manage the After Hours mobile phone service. . Ensure new volunteers for this service are properly trained. Check the monthly  phone bill for the volume of calls diverted to this service and prepare a report for SA Area Committee on how the phone service is operating.  Keep in touch with volunteers to ensure the phone is swapped regularly and that volunteers are having no problems. Review the phone log to check on the volume, times  and types of calls receivd and made. Top up the pre –paid amount as required and seek reimbursement from the Treasurer. Keep the reference material used by the volunteers up to date. 
10.  Keep the free literature folder for newcomers enquiries well stocked and make sure that the correct literature is being used.
11. Put notices in the newsletter when necessary to notify members of any news concerning the office i.e. office closures for holidays etc. Notices are also put in the newsletter when there is a shortage of office roster volunteers. 
12. Arrange Office Volunteers meetings twice a year to discuss how the office is running, problems encountered and any suggestions for improvement. Email  information as necessary between meetings. 
13. Prepare an annual report for the Delegate on the Office and how it functioned during the year. The Delegate incorporates this information for the report from SA Area to the Australian Service Conference. 
14.  Ensure that all office reports, end of year reports, rosters and any other relevant material pertaining to the office is  uploaded  to the office computer each year with a new folder opened for each successive year. Save the information to the Office USB stick to pass to the new incoming Office Coordinator at the end of each three year term. 
15. Purchase a Christmas gift for the watchmaker and staff as a thankyou for  holding the Office key for the Volunteers.                

