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PART-TIME EXECUTIVE OFFICER FOR UCAM
The University of Canterbury Alumni Malaysia (UCAM), was established in 2002. This was an important step, as we are registered with the Registrar of Societies as a nationwide organization.
We have had a number of previous functions over the years, and we would like UCAM to be more active by having regular events.
As UCAM is growing, there is a need to have a Part-Time Executive Officer, for handling liaison between the UCAM Committee Members, UCAM Members, UC Alumni in Malaysia, and with the University of Canterbury in New Zealand.
UCAM is a non-profit organization. 
We believe there are a number of UC Alumni who are very keen on maintaining liaison with other UC Alumni, and who would find the role as a Part-Time Executive Officer as stimulating and fulfilling. The UC and UCAM are only able to provide a modest salary for the role.
We would like to contact as many of the UC Alumni in Malaysia as we can, to invite interested UC Alumni to contact UCAM, and to provide their resume, or background information.
Currently, as UCAM organizes or collaborates with other parties to have a number of events during each year, there is a need for regular liaison between UCAM and all of the various parties, and hence, the need for a Part-Time Executive Officer.
Scope of Work:-

· Together with the Committee, organize events and functions, as and when required.

· Send out emails/letters to UC Alumni in Malaysia to invite them to become members of UCAM.

· Key-in or update data on UCAM Membership.
· Update Membership data in UCAM database and send to the University of Canterbury (UC).

· Act as the liaison person between the UCAM Committee Members, UCAM Members, UC Alumni in Malaysia and the University of Canterbury in New Zealand.

· Draft and send emails and Flyers to UCAM Committee Members, UCAM Members, and UC Alumni in Malaysia on proposed new events / functions.
· Take down, produce and circulate the minutes of meetings of the UCAM Committee, and the AGM, any EGMs, etc.
· Make purchase for office stationery, office supplies.

· Handle Petty Cash, and issue the payments and reimbursements.
· Keep records of the accounts.

· Update the UCAM website – uploading and updating new events.
UCAM welcomes UC Alumni to kindly consider the role for the proposed Executive Officer, and we look forward to receiving any enquiries about the role, and to receiving resumes or background information.
For telephone enquiries, kindly contact either Richard Tankersley, or Yati, as information on the Committee can readily be provided, to enable UC Alumni to discuss any matters with Committee Members.
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