EXECUTIVE DIRECTOR POSITION STATEMENT
1) Board
(i) Implement the policies and decisions of the Board
(ii) Act as Secretary to the Board
(iii) Provide advice to the Council and committees on appropriate governance matters

2) Management
(i) Manage the affairs of ADCNT, including the preparation and implementation of the operational plan and annual budget for the Board and contribute to the strategic plan.
(ii) Manage the office of the Council including financial and staff matters.
(iii) Supervise and train all staff.

3) Department of the Chief Minister
Liaise with and report to the Department of the Chief Minister regularly, concerning the NT Appropriation and other matters, as directed by the Board.

4) Sponsorship
Promote and seek sponsorship and other support from government, the corporate sector and the community and ensure commitments entered into by the Board are satisfied.

5) National Council
(i) Liaise with National Director and other Australia Day Councils, attend meetings as required and report these activities to the Board.
(ii) Undertake tasks as requested by NADC and approved by the Board.

6) NT Regional Committees and Volunteers
(i) Liaise regularly with all NT committees and volunteers and support as approved by the Board
(ii) Encourage the development, good management and effectiveness of the committees
(iii) Contribute to the growth and success of their programs and activities
(iv) Report to the Board on all regional committee development and activity
(v) Organise the annual Forum of all branches and the Board, including travel, accommodation, agenda and reporting procedures

7) ADC NT Annual Program
(i) In consultation with all committees prepare the Annual Program for the Territory for Board approval 
(ii) Prepare an evaluation of the Program for the Board and subsequently for National Council

8) Local Government
Liaise with all NT local government bodies to gain support for, or maintenance of support for, Australia Day celebrations.

9) Promotion of ADCNT
(i) Promote the concept of ADCNT activities
(ii) Maintain communications with all stakeholders
N.B. The Chairman is the Spokesperson for the Council and the Board.  The Chairman may delegate this duty to the ED on occasion.

10) Schools
(i) Promote approved programs and projects in all Territory schools
(ii) Maintain a close liaison with NT Department of Education on all matters relating to ADCNT celebrations in schools

11) EEO, OH&S and Employment Legislation
Ensure ADCNT complies with the principles of Equal Opportunity and complies with Occupational, Health and Safety requirements.
Ensure ADCNT complies with relevant employment legislation.

12) Travel
Undertake travel as required to attend meetings, outreach to communities and training.



Selection Criteria
We are seeking a person who can operate at the highest level, with a reputation for excellence and:
· Sound judgement and a respect for the views and aspirations of others
· Proven budget management and financial reporting skills
· Demonstrated ability to work with all levels of Government, the Corporate and Community Sector
· High level of Communication Skills
· The ability to meet conflicting deadlines, solve problems, take initiative, work independently, work under pressure and lead a small team by example. 
· Experience in Event management
· Experience in Marketing and Promotion
· Experience in working with Volunteers, including a Volunteer Board
· Ability to work after hours, demonstrated flexibility and initiative

Employment Conditions

The ADCNT is an Equal Opportunity Employer who recognises the need for Work Life Balance.  The right applicant will be offered flexible working arrangements recognising the need to on occasion work on weekends, public holidays and evenings.  There will be a need to work longer hours during the period October to January and it is unlikely that any leave provisions will be available during this period.

Salary range $55,000 to $60,000 depending on experience. In addition, the mandated  superannuation, currently at 9% will be paid to a scheme of your choice.

A privately plated NT Government Fleet car is available, home garaging conditions include off street parking requirements.  A car park is attached to the office.

Other equipment includes laptop and mobile phone.

Leave provisions include 4 weeks leave.

The employment contract will be for 3 years depending on continuing funding.

