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JOB DESCRIPTIONS FOR OFFICERS OF THE AOTEAROA NEW ZEALAND HUMAN RIGHTS LAWYERS ASSOCIATION (HRLA) EXECUTIVE BOARD

Roles prescribed in the HRLA Constition

Job Description: Co Chairs

Reporting responsibilities

1
The Co-Chairs are responsible to the HRLA Board and Membership at large.

2
The role of the co-chairpersons includes general governing body duties and also the duty of representing the organisation to owners, stakeholders, the financial community and the general public. Essentially, the chair is the key link between the governing body and management.

Responsibilities and duties

2
The Co-Chairs main responsibilities include:

a) lead strategic planning;

b) manage relationships;

c) ensure risks to the organisation are managed;

d) monitor the board members’ performance;

e) encourage all governing body members to contribute to debate and decision-making; and


f) manage governing body processes.

Knowledge and skills required

4
The Co-Chairs will need to:

a) be well-organised and diligent;

b) show leadership and initiative; 

c) be comfortable networking and acting as the external face of the organisation; and

d) be committed to the successful development and growth of the HRLA.

Estimated time commitment

5
The time commitment is estimated to be between 5-7 hours per week. At some times, this may increase (at end of year, attending and organising meetings, events etc).
Job Description: Secretary

Reporting responsibilities

1
The Secretary is responsible to the HRLA Co-chairs and Board at large.

Responsibilities and duties

2
Broadly, and subject to specific areas that are the responsibility of others (e.g. Treasurer), the Secretary is responsible for the HRLA’s administrative tasks. 

3
Specifically, the Secretary should:

a) receive and process HRLA membership applications and maintain records of the HRLA membership;

b) deal with correspondence to the HRLA membership email address and to the HRLA PO Box;

c) in consultation with the Co-Chairs, convene HRLA Board meetings and prepare agendas for those meetings;

d) unless another person is appointed to the task, take minutes of HRLA Board meetings;

e) maintain a register of minutes of HRLA Board meetings; and

f) assume responsibility for any administrative task that is not otherwise assigned to another person.

Knowledge and skills required

4
The Secretary will need to:

a) be organised;

b) maintain accurate records; 

c) be proactive in organising and attending meetings; and

d) have sufficient time to spend on ANZHRLA-related activities to properly discharge his/her functions.

Estimated time commitment

5
The time commitment required will vary depending on the activities being undertaken from time to time by the HRLA (e.g. it will increase where there is a membership drive).

6
On average, however, it is expected that the Secretary will need to spend 3-5 hours per week on HRLA-related activities (including attending meetings).

Job Description: Treasurer

The Treasurer is the chief financial management officer for the HRLA.

Reporting responsibilities
1
The Treasurer is directly responsible to the HRLA Co-Chairs and Board at large.

2
The Treasurer may chair the Finance Committee at larger clubs/groups or associations.

Responsibilities and Duties

3
The Treasurer should: 

a) ensure, where possible, the financial stability of the HRLA;
b) prepare a budget and monitor it carefully;
c) keep the HRLA’s accounts and other financial records up-to-date;
d) keep a proper record of all payments and monies received;
e) give a Treasurer’s report when required;
f) produce an annual financial report;
g) send out accounts; and
h) pay any bills.

Knowledge and Skills Required 

4
Ideally the Treasurer is someone who is:

a) well organised;
b) able to allocate regular time periods to maintain the books;
c) able to keep good records;
d) able to work in a logical orderly manner; and
e) aware of information, which needs to be kept for his/her financial reporting duties. 

Estimated Time Commitment Required
5
The estimated time commitment required as the Treasurer of HRLA is between 2 and 3 hours per week in addition to any Board duties and additional committee responsibilities.

Jon Description: Ordinary Board Member

Reporting responsibilities
1
Ordinary Board Members are directly responsible to the HRLA Co-Chairs and Board at large.

Responsibilities and Duties

2 To provide leadership and support to the HRLA.
3 To take on other such portfolios or responsibilities as the HRLA annual generating meeting or board may decide.

Estimated Time Commitment Required
4 The estimated time commitment required as an ordinary Board member of HRLA is between 2 and 3 hours per week, including meetings.

Portfolios to proposed by motion at 2013-2014 annual general meeting

Job Description: Research and Policy Officer
Reporting responsibilities
1
The Research and Policy Officer is directly responsible to the HRLA Co-chairs and Board at large.

Responsibilities and Duties: Research and Policy Officer

2 To provide practitioners with research assistance and administrative support in human rights cases in NZ courts.

3 To support the HRLA in acting as intervener where appropriate in cases where the human rights aspect of a case either may not otherwise be presented or needs to be emphasised through research assistance and administrative support.

4 To provide support for cases being taken to international human rights mechanisms such as the Human Rights Committee of the United Nations through legal research and thorough understanding of practical and formal steps required to make use of international mechanisms.  

5 To remain abreast of current legal and policy developments, both within New Zealand and internationally, that may inform human rights research or present opportunities for HRLA involvement in human rights cases. 

6 To work and develop relationships with practitioners and other organisations in order to foster the recognition and application of human rights best practice and utilise other available resources.

7 To assist in the development of advocacy strategy for the HRLA.

8 To manage and coordinate the work of Advocacy Assistants assisting the HRLA to ensure that advocacy research assistance and support are provided in a quality and timely manner.

9 To keep clear and precise records for all those utilising the advocacy services of HRLA and be aware of all issues relating to confidentiality, conflicts of interest and any other issues that may arise.

Estimated Time Commitment Required
10 The estimated time commitment required of the Advoacy Officer of HRLA is between 3 and 5 hours per week, including meetings.

Job Description: Advocacy and Referrals Officer
Reporting responsibilities
1
The Advocacy and Referrals Officer is directly responsible to the HRLA Co-chairs and Board at large.

Responsibilities and Duties: Advocacy and Referrals Officer

2 The Advocacy and Referrals Officer should:
a) Keep the list of lawyers on the HRLA referral network up to date
b) Regularly monitor the referrals@hrla.org.nz email address for enquiries and receive enquiries which come from elsewhere (e.g. through Kris)
c) Respond to enquiries by either:
I. Sending a polite email saying that we cannot assist (for unmeritorious cases); or
II. Sending a reply email saying that we will forward their case to the referral network and be further in touch, then do so
d) Follow up with the referral network when necessary (e.g. when no-one has responded to a request for help)
e) Come up with strategies for promoting and expanding the referral network; keeping members engaged and active; and ensuring that the system is working to assist members of the public
f) Assist in formulating and keep updated a policy for dealing with difficult enquiries/enquirers
g) Be the first point of contact for other practitioners who request research assistance from the HRLA
h) Organise and overseas research teams to assist practitioners in appropriate human rights cases
Knowledge and Skills Required 

3 Ideally the Referral Network Board Member has:

a) Excellent oral and written communication skills
b) Organised, with initiative
c) Polite, with an ability to develop rapport with members of the public
d) Ability to deal effectively with difficult enquiries/enquirers 
Estimated Time Commitment Required
4 The estimated time commitment required is between 1 and 2 hours per week in addition to any Board duties and additional committee responsibilities.

Job Description: Communications Officer 
Responsibilities and Duties

1
This role includes:

a) taking responsibility for the maintenance of the HRLA website and social media;

b) sending out regular digital newsletter; 

c) collaborating with others to draft newsletters, press releases and public statesments; and

d) running the social media needs of the HRLA as arising.

Knowledge and Skills Required 

2
Ideally the Communications Officer is:

a) well organised;

b) ‘tech-savvy’ and able to operate a WordPress site;

c) skilled with social media including Facebook and Twitter;
d) familiar with drafting press releases; and
e) knowledgeable and current regarding news and current events (to update social media).
Estimated Time Commitment Required
3
The estimated time commitment required is between 2 and 3 hours per week in addition to any Board duties and additional committee responsibilities.

Job Description: Events officer
Reporting responsibilities

1 The Events Officer is responsible to the HRLA Co-Chairs and Board at large.
Responsibilities and duties

2 The Events Officer coordinates HRLA events for members and the public. In particular he or she will:

a) Organise educational events about human rights issues for members of the public;

b) Coordinate HRLA social events for members; and

c) Oversee HRLA interns and volunteers in running such event.
Knowledge and skills required

3 Ideally, the Events Officer is:
a) Highly organised; and
b) Experienced in event management.

Estimated time commitment

4 The time commitment is estimated to be between 2-3 hours per week. At some times, this may increase (organising events etc).
Job Description: Education officer
Reporting responsibilities

1 The Education Officer is responsible to the HRLA Co-Chairs and Board at large.

Responsibilities and duties

2 The Education Officer coordinates HRLA continung legal education events. 

Knowledge and skills required

3 Ideally, the Education Officer is:

a) Experienced in organising and/or attending continuing legal education events;

b) Interested in current developments in human rights law;

c) Highly organised; and

d) Experienced in event management.

Estimated time commitment

4 The time commitment is estimated to be between 2-3 hours per week. At some times, this may increase (organising continuing legal education events etc).
Job Description: Fundraising and Partnerships Officer
Reporting responsibilities

5 The Fundraising and Partnerships Officer is responsible to the HRLA Co-Chairs and Board at large.

Responsibilities and duties

6 The Fundraising and Partnerships Officer:

a) Prepares and overseas the HRLA’s applications for sponsorship, grants and other funding; and

b) Works with the Co-Chairs to create and maintain HRLA’s strategic partnerships.
Knowledge and skills required

7 Ideally, the Fundraising and Partnerships Officer is:
a) Experienced in applying for corporate sponsorship and/or community grants; and
b) Highly professional;

c) An outstanding communicator;

d) A good networker.

Estimated time commitment

8 The time commitment is estimated to be between 2-3 hours per week. At some times, this may increase (organising events etc).
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