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Board Member (Director) Position Description 
 
 
 
 
Position Title: GCASA Board Member (Director) 
Program Area: Gippsland Centre Against Sexual Assault Board of Governance 
Reporting To: Members of the Association, Funding Bodies and Department of 

Families, Fairness and Housing (DFFH), Australian Charities and Not-For-Profit Commission 
(ACNC) in accordance with legal and Statutory requirements. 

 
Gippsland Centre Against Sexual Assault is a registered charity and is governed by a Board of Governance, 
who adheres to the GCASA Rules of Association.  
 
Vision: GCASA shares a vision for a world free from sexual assault, harm, and violence.  
 
Purpose: To advocate, empower and support the Gippsland community to improve safety, equity, and 
quality of life by reducing the impact and incidence of sexual assault, trauma, and violence.  
 
Values  
Respect: Holding feelings, wishes and rights at the core of everything we do.  
Empowerment: Supporting choice, self-determination, resilience and human rights.  
Dignity: Worthy of being treated in a safe, thoughtful and respectful manner.  
Integrity: Uncompromising commitment to accountability, rights and ethics.  
Excellence: The commitment to deliver the highest quality in our work 
Hope: The belief in a better future, inspiring resilience and courage in the face of adversity. 

 
Organisational Goals  
• Our clients are resilient, thriving and engaged.  
• Our people are professional and dedicated to GCASA’s purpose.  
• Our services are dynamic, initiative-taking, and responsive.  
• Our organisation is inclusive, influential, and enduring.  

 
Organisational Context: 
Gippsland Centre Against Sexual Assault is an incorporated, community-based organisation. Established in 
1988, the organisation is primarily funded by the Department of Family, Fairness and Housing (DFFH), to 
provide a comprehensive program of sexual assault services to the people of the Gippsland region. 
 
The Service is responsible for the delivery of services throughout the Gippsland region, defined as: 
 

Inner Gippsland Services catchment of: Outer Gippsland Services catchment of: 
Latrobe City East Gippsland 
Baw Baw Wellington Shire 
South Gippsland  
Bass Coast  

 
 

https://acrobat.adobe.com/id/urn:aaid:sc:AP:cbd416b2-f817-4844-a52b-51824491e8b5
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GCASA’s Service area across Gippsland runs from the Bunyip River east to Mallacoota, and from the Great 
Dividing Range south to the sea, including Phillip Island. The primary location of the Service is in Morwell 
and in the Morwell Multidisciplinary Centre (MDC), Bairnsdale, Warragul and Wonthaggi offices. 
 
Counselling and support are provided to both individuals and groups who have experienced sexual assault, 
as well as offering assistance to non-offending support persons of victim/survivors.  
 
Counselling staff provide a crisis response team from the Morwell base only, which is limited to weekends 
and public holidays. Consultation and training are provided to other professionals in the region, to inform 
them of the impact and effects of sexual assault. The Agency also works with the community to increase 
consciousness and understanding regarding the social constructs that act to support the negative effects 
of sexual assault to reduce both the incident and impact within our communities. 

 
 

A full Board Induction will be provided to all Directors. 
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Position Context:  
Fiduciary and governance responsibility for the affairs of Gippsland Centre Against Sexual Assault is vested 
in the Directors of the Board of Governance, who are elected. 
 
The full Board meets every month although on occasions the Board delegates decision-making authority to 
the Executive which consists of the Chair, Deputy Chair, Secretary and Treasurer.  The Board oversees the 
financial viability, legislative and compliance requirements as well as establishes and monitors the strategic 
directions of Gippsland Centre Against Sexual Assault. 
 
The Gippsland Centre Against Sexual Assault Board has a governance role with the delegation of authority 
to the CEO for day-to-day operations.  
 
Board Directors contribute a range of skills and expertise to the role and may also assist in operational 
matters as required and requested specifically by the CEO in areas such as legal, accounting and others, 
which may emerge periodically (e.g., research). However, such participation is on an individual basis and is 
not meant to weaken the concept that the Board’s role is one of Governance. 
 
The Gippsland Centre Against Sexual Assault CEO is an ex-officio member of the GCASA Board. 
 
Duties and Essential Job Functions of Board Directors:  
The Board meets 10-12 times per year including the AGM.  Board of Governance Directors are elected for 
three years at an Annual General meeting and are eligible to be re-elected at the conclusion of their term. 
A Board Director can be re-elected a maximum of 3 terms (9 years total). 
 
Duties of Directors of the Board of Governance are: 
> Adhere to the Board Code of Conduct, and in accordance with GCASA values.  
> Attend Board meetings whenever possible and participate in discussion and decisions. 
> Read, comment and contribute to working papers and proposals for decision by the Board of Directors. 
> Be aware of and conform to legal, financial, employment, governance, planning and evaluation and 

Rules of Association (Constitution) responsibilities and as required under all relevant legislation. 
> Take part in funding or fundraising activities from time to time. 
> Work cooperatively, with other Board Directors, CEO, staff, and volunteers. 
> Take part in induction and training sessions. 
> Act with due diligence to foster and support the financial, organisational viability and sustainability of 

Gippsland Centre Against Sexual Assault. 
 

Other Functions & Responsibilities:  
Each Board Director is required to commit 4-6 hours a month for the activities of Gippsland Centre Against 
Sexual Assault.  
 
This includes: 
> Attend monthly Board meetings whenever possible for approximately 1.5 hours. Preparation time (at 

about one hour) is also needed to read reports and other articles and submissions. 
> Follow up on actions from the Board meeting as nominated or as agreed. 
> Contribute to any working parties or subcommittee. 
> Contribute to Gippsland Centre Against Sexual Assault’s promotional activities through participation, 

public speaking, or other representations as required. 
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A commitment of at least three years involvement is encouraged, so that a deeper understanding of the 
workings of the organisation is gained and there is greater effectiveness in the roles taken on, ensuring an 
enhanced capacity for Gippsland Centre Against Sexual Assault in all aspects. 
 
Training and Support: 
Board Directors are required to participate in ongoing information and training sessions as appropriate.  
Expenses incurred by Board of Directors on authorised organisational business may be reimbursed, 
including travel etc., in line with Gippsland Centre Against Sexual Assault’s financial policies. 

 
Board Executive Positions: 
The Executive of the GCASA Board of Governance consists of Chair, Deputy Chair, Secretary/Public Officer 
and Treasurer.   
 
The positions of Chair, Deputy Chair and Treasurer are filled through an election process on an annual basis 
by the Directors of the Board of Governance at the first meeting following the Annual General Meeting.  The 
position of Secretary / Public Officer is held by the Chief Executive Officer and is a non-voting position on 
the Board. 
 
Duties and Essential Job Functions of the Chair:  
The Chair is responsible to lead Gippsland Centre Against Sexual Assault ‘s Board of Governance.  The 
Chair is the key conduit between the Board and CEO, supporting and assisting the CEO in managing the 
organisation’s principal relationships.   
 
The Chair ensures that relevant policies are brought to the attention of Directors of the Board, and ensures 
the Board performs appropriately in relation to: 
> Adherence to its Vision, Purpose and Strategic Goals and Objectives 
> Clinical Governance  
> Risk Management and OH&S. 
> Financial management and accountability (including accountability to funding bodies). 
> Performance assessment of the CEO and Board. 
> Adherence to the Board’s Code of Conduct, Conflict of Interest Policy and Media Relations Policy. 
> Oversight and supervision of the CEO. 
 

Key relationships managed by the Chair: 
> Establishes an effective and constructive working relationship with the CEO. 
> Acts as key liaison point regarding significant partnerships in conjunction with the CEO. 
> Supports the CEO in dealings with the Department Families, Fairness and Housing about significant 

issues and events as required. 
> Delivers the strategic plan and annual report to the members. 
> Provides training and support for the Deputy Chair. 
 

The Responsibilities of the Chair include: 
> Convene and conduct Board meetings, Sub-Committee Meetings, Annual Meetings, and any Special 

Meetings. 
> Arrange for the Deputy Chair to assume this role when unavailable or where the discussion is relevant 

to the role of the Chair, or where the Chair has a pecuniary or conflict of interest in the outcome. 
> Be aware of and to put into practice normal meeting procedures including appropriate discussion 

processes and dealing with motions and amendments. 
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> Ensure that the organisation is operating according to the constitution, Articles of Association and 
Statutory Regulations. 

> Support and resource the role of the CEO including the annual Performance Appraisal. 
> Act as a public representative for Gippsland Centre Against Sexual Assault in conjunction with the CEO 

as required. 
 
Duties and Essential Job Functions of the Deputy Chair:  
The primary responsibility of the Deputy Chair is to act in the place of the Chair when the Chair is 
unavailable to do so (whether for reasons of absence, conflict of interest or other reason).  The Deputy 
Chair may also assist the Chair in performing her/his role, particularly regarding governance issues. It is 
expected that the Deputy Chair would take over the role of Chair when the current Chair’s term expires.   
 
Responsibilities of the Deputy Chairperson include: 
> Fulfilling the Chair’s responsibilities for organising and leading Board Meetings and other meetings 

when the Chair is not available. 
> Keeping in close contact with the Chair on key issues. 
> Actively participating in Board committees, to be well informed and stay current with the view of 

committees and their members. 
> Together with the Chair, providing advice and support to senior management on public matters; and 
> Advising the Chair as to the quality, quantity, and timeliness of the flow of information to the Board. 

 
Duties and Essential Job Functions of Secretary/Public Officer:  
It is the role of the Secretary/Public Officer to ensure that records of the organisation and minutes of 
meetings are recorded and stored appropriately and to deal with appropriate correspondence and other 
returns as required in the position of Public Officer. 
 
Key responsibilities of the Secretary/Public Officer include: 
> To be available to attend Board meetings whenever possible, Executive sub-committee, Annual 

General Meetings, and any special Meetings. 
> To ensure all minutes of Board and other meetings are recorded as required. 
> To ensure that the organisation is operating according to the constitution, Articles of Association and 

Statutory Regulations. 
> To be aware of and to support the Chair with normal meeting procedures including noting motions 

and amendments.  
> To ensure current records of all Directors of Gippsland Centre Against Sexual Assault are recorded 

appropriately. 
> To ensure the operations of the Annual General meeting processes are consistent with Gippsland 

Centre Against Sexual Assault rules and to sign off on reporting requirements to statutory bodies as 
defined by the role of Secretary / Public Officer.  

 
Duties and Essential Job Functions of The Treasurer:  
It is the role of the Treasurer to resource and support the CEO in financial matters and offer the Board a 
financial perspective in the context of broader systems, budget planning, reporting, accountability, and 
compliance requirements.   
 
Key responsibilities of the Treasurer include: 
> To be available to attend Board meetings whenever possible to present the financial reports and 

accounts for Board approval and endorsement. 
> To be available to attend the Executive Sub – Committee meetings 
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> To liaise with the CEO on financial matters as required. 
> To have a working knowledge of financial systems, while an accounting background would be 

welcome, a current understanding of community-based organisations, funding and accountability 
frameworks are important. 

> To present the budget (prepared in conjunction with the CEO) to the Board for endorsement. 
> In consultation with the CEO, monitor the budget performance and report on exceptional/on track or 

other variations to the Board. 
> To ensure that Gippsland Centre Against Sexual Assault’s audited statements are satisfactory, 

recommend for endorsement by the Board and present to the members at the AGM. 
> To take reasonable steps to ensure that everyone is confident that funds are not being misused 
> To be acquainted with the Rules of the organisation, Gippsland Centre Against Sexual Assault’s 

processes and all legal obligations and to take responsibility for those associated with the position of 
Treasurer. 

> A Treasurer’s Position Description has been developed. 
 
Qualifications/ Experience for Positions on GCASA Board:  
> Commitment to the aims/objectives of the organisation and all guiding documents, policies, and 

processes. 
> Experience in broader service enhancements, partnership and community capacity building is a 

definite advantage. 
> Knowledge or experience with legal responsibilities of incorporated groups, Boards; financial 

management/accountability; governance; risk management, funding, and general business 
management. 

> Relevant skills and/or experience in strategic development,  
> Relevant skills and/or experience in research, best practice, and innovation. 
> Commitment of time to be involved in the Board activities. 
> Willingness to commit at least two years to the organisation. 
> Willingness to take on leadership positions from time to time. 
 

Reporting Relationships:  
The Board of Governance reports to and is accountable to the membership of Gippsland Centre Against 
Sexual Assault. Reports are provided at the AGM, with annual returns submitted to the ACNC. Reports as 
required are provided throughout the year to funding bodies for the proper expenditure and recording of 
grants and monies obtained. 
 
Conditions of Service:  
All Gippsland Centre Against Sexual Assault Board Directors are subject to and must comply with Gippsland 
Centre Against Sexual Assault’s Governance Policies and Procedures including the Gippsland Centre Against 
Sexual Assault Board Directors Code of Conduct.  All GCASA Board Directors are required to hold Working 
with Children Check, and Police (Crim Check). 
 
Board Induction  

• Commitment to the Board and requirements as a Board Director. 
• Induction of Board Directors  
• Undertake Professional Development as a Board Director – Australian Institute of Company 

Directors  
• Comply with the Code of Conduct and 
• Requirements to meet Board cultural commitment. 


