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AGRONOMY




	POSITION DESCRIPTION

	Job Title:
	Executive Officer


	Organisation Unit:
	The Australian Society of Agronomy Incorporated (the Society)

	Type of Employment:
	Part-time, fixed-term contract until 30 June 2022  in the first instance with the option to extend on a 2-year rolling basis subject to a successful review. 


BACKGROUND

The purpose of the Society is to advance agronomy by
· convening and managing a National Conference approximately every two years or as otherwise determined by the Society at an Annual General Meeting

·  convening and managing other meetings as required

· issuing publications

· encouraging the interchange of ideas between, agronomists, primary producers, and representatives of relevant commercial and government organisations, and 

· taking whatever other steps may be deemed necessary to further the purpose of the Society


Information about Agronomy Australia can be found on the Society’s three websites

https://www.agronomyaustralia.org/
http://agronomyaustraliaproceedings.org/index.php
https://www.agronomyaustralia.org/2021-conference-toowoomba  
The Society Rules can be downloaded from https://www.agronomyaustralia.org/members-area 
DUTY STATEMENT


Primary purpose of the position
The primary role of the position is to support the management of the affairs of the Society vested in the Executive Management Committee. The Executive Management Committee has responsibility for implementing decisions of the Management Committee and the direct handling of formal Society business including the organisation of the biennial Australian Agronomy Conference.

Duties

Expected duties include: 
· Prepare documents for and participate in Society meetings
·  to understand the Society’s rules, processes, obligations and protocols, and provide advice and support to the Executive Management Committee to ensure best practice
· Manage the financial affairs of the Society 
· Engage in discussions and liaise between the Executive Management Committee and the Professional Conference Organising company staff hired to organise the Australian Agronomy Conference

· Publish the proceedings of the Australian Agronomy Conference on the website of the Society, prior to the conference
· Maintain domain registrations and update the Society’s three websites (Agronomy Australia website, Agronomy Australia proceedings repository website, and Agronomy Australia conference website – this third site is usually handed over to the PCO)

· Manage the Agronomy Australia social media channels (Twitter and YouTube channel)
· Coordinate discussions with other Australian and international agriculture societies to seek interaction, and collaborations

· Assist the Executive Management Committee in the award process and prepare certificates for the Society Awards as required
Other
Reporting Relationships
The position reports to the President of the Australian Society of Agronomy and works in close conjunction with the Executive
SELECTION CRITERIA

Skills and Experience
Essential

· Understanding of financial management   incorporated associations  including budgeting 
· Management of websites designed using Wix (general and conference) and Joomla (archival proceedings)
· Well-developed administration skills such as organising meetings, including minute taking and preparation of agendas for Management Committee, Executive Committee, and annual general meetings.
· Knowledge of legislative and regulatory requirements relevant to Agronomy Australia and the ability to ensure the Society remains registered and operational. 
Desirable

· Experience in agricultural and agronomic research, extension and adoption. 
· Experience with organising and managing conferences
· Experience with governance principles
· Strategic thinking skills
· Wide national network in broadacre agriculture
Personal Qualities
· Excellent interpersonal skills including the ability to communicate effectively with members, sponsors, partners  and the general public by telephone, email and in person

· Ability to prioritise own workload, work independently and meet deadlines.
· Attention to detail.

Please send your application to Dr Ben Biddulph (ben.biddulph@dpird.wa.gov.au) and cc to Agronomy Australia Office (office@agronomyaustralia.org.au) before September 10, 2022. 
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