
 

ROLE DESCRIPTION 
Venture 2029 Director- Executive 

Officer / Secretary    
 

Thank you for considering this volunteer role. You will be part of a supportive team working together to 
create an outstanding Venture 2029 experience. The responsibilities below describe the role’s 
contribution and will be shared across a capable team, with guidance and mentoring available 
 
Works with: Venture Director 
How you will 
contribute Leadership and teamwork 

• Create straightforward meeting, paper and action-tracking processes that are 
easy for volunteers to use. 

• Support contributors with templates, reminders and friendly follow-up. 
• Help committee members and portfolio leads maintain clear and reliable 

records. 
• Work closely with the Secretariat and Records Lead to avoid duplication and 

keep responsibilities clear. 

Planning and delivery 

• Prepare agendas and papers, capture decisions and maintain the executive 
action register. 

• Keep governance documents, delegations, terms of reference and approvals 
orderly and accessible. 

• Help papers clearly identify recommendations, risks, financial impacts and 
approvals needed. 

• Support handover, retention and post-event closure of executive records. 

  
What you will 
bring 

We are looking for a volunteer who can bring many of the following attributes. 
Equivalent experience gained through Scouting, community service, employment, 
study or other volunteering is welcome. 

Core attributes 

• Experience supporting committees, meetings, administration or records. 
• Clear written communication, attention to detail and dependable organisation. 
• Discretion when handling confidential information. 
• A friendly, service-oriented approach to supporting youth and adult volunteers. 

Helpful experience 

• Experience supporting a board, executive committee or major event. 
• Familiarity with Microsoft 365 or similar collaboration tools. 
 

TASMANIA 



How we work 
together 

• Work collaboratively and respectfully with youth and adult volunteers across the 
Venture. 

• Communicate emerging needs, risks and dependencies early so the team can 
help resolve them. 

• Use agreed decision and approval arrangements, seeking guidance whenever a 
matter sits outside the role’s authority or experience. 

• Help create an inclusive, supportive and enjoyable volunteering environment. 
• Contribute to planning, review, record keeping and the sharing of lessons that 

will benefit future events. 

 
 
Appointment details, term, availability expectations, delegations, screening and any role-specific qualifications will be 
discussed and agreed through the Venture’s governance process. You must be a member of Scouts Australia and be 
compliant with all member requirements.  

For further information or any questions please contact Neil on: Venture2029@tas.scouts.com.au 
 
To apply for this role please follow the link and complete the form: NRG Venture Committee 
Application – Fill out form by the 9th October 2026 
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