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Round Table on Information Access for People with Print Disabilities Inc. 

Job Description: Administration Officer
Duties
1. General secretarial: (in conjunction with the Secretary) 
· Filing.
· Maintain contact list details for Round Table members.
· Member Liaison.
· Ensure website is up to date.
· Answer phone and email queries.
· Distribute copies of guidelines.
· Processing and invoicing orders for guidelines.
· Arrange Executive Committee meetings.
· Attend and take minutes at Executive Committee meetings.
· Provide secretarial services to the Executive Committee.
· Provide secretarial services to sub-committees and working parties (with prior approval from the Executive Committee).
2. Financial (in conjunction with the Treasurer)

· Prepare monthly financial statement for Treasurer.
· Receipt of monies received.
· Payment of accounts. 

· Process credit card payments.
· Invoice membership fees.
3. Conference & AGM (in conjunction with the Secretary)
· Assist conference Coordinator with preparations for conference.
· Assist Executive Committee in preparation of AGM documents.
· Distribute AGM documentation.
· Attend and take minutes at the AGM.
· Process conference registrations. 

· Liaise with conference venue.
· Attend conference and provide a registration service.
· Provide general secretarial services at the conference.
Requirements

· Computer skills and knowledge of relevant software programs

· Basic financial skills/knowledge

· Basic computer and office equipment access

· Access to internet
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