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Pacific Medical Students’ Association 
Executive Committee & SHMC Committee 

Application Guide 
Introduction 
The Pacific Region encompasses a diverse group of nations, ranging from the tiny island nation of 
Nauru to the highly developed country of Australia. Whilst some Pacific nations have access to a high 
level of healthcare facilities, others have health outcomes amongst the poorest in the world. 
Established in 2016, the Pacific Medical Students’ Association (PMSA) aims to encourage 
collaboration between medical students throughout the Pacific Islands and to enable a mobilised 
international workforce in times of great need by nurturing connections between medical students 
in more developed (e.g. Australia & New Zealand) and less developed regions of the Pacific. 

Our primary platform to achieve these goals is the Southern Hemisphere Medical Camp, an annual 
event that was held for the first time in December 2017. During this week-long annual camp, we aim 
to provide 100 – 200 students specialized field training, wilderness skills and essential knowledge 
that will enable them to actively contribute their medical skills in unfamiliar environments with 
limited resources in the future. More than this, we seek to foster connections between delegates 
from vastly diverse backgrounds as they spend a week camping and socialising with each other. At 
SHMC, we prepare medics for survival and adventure – check out our 2017 Magazine here. 

We are recruiting for both the PMSA executive committee, and the organising committee for SHMC 

2018. Each position will be held by partners – one from AU/NZ, and one from a Pacific Island. 

 

Delegates at the 2017 Southern Hemisphere Medical Camp preparing for tree-planting 

http://www.pacificmedicalsa.org/
http://www.friends4fiji.org/s/PMSA-Magazine.pdf
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How to Apply 
Applications are open from Thursday 18/01/2017 until 11:59PM AEST Sunday 04/02/2017. 

Applicants are encouraged to discuss PMSA and the roles they are interested in with any current 

member of the executive committee or via email at pmsa@pacificmedicalsa.org 

Applicants must submit a 2-page CV and respond to the following questions via an online form. 

1. What role/s would you like to apply for? 

2. What prior experience do you bring to this role? (200 words maximum) 

3. Why are you interested in becoming involved with PMSA? (200 words max) 

4. What is your vision for the future of PMSA? (200 words maximum) 

Access the online form here: goo.gl/forms/qFJwrXT5hK3W4qkP2– good luck! 

Successful applicants may be invited to undertake an interview. 

We encourage you to apply for as many positions as you like! 

 

Available Roles 
 

Pacific Medical Students’ Association Committee Structure 

 

 
Southern Hemisphere Medical Camp Committee Structure 

 

  

http://www.pacificmedicalsa.org/
mailto:pmsa@pacificmedicalsa.org
https://goo.gl/forms/qFJwrXT5hK3W4qkP2
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President 
Purpose Oversee the operation of PMSA and ensure that the purpose, objects and goals 

of the organisation are achieved and maintained.  

Reports to: Board of Directors 

Key 
Responsibilities 

Representation 
To speak on behalf of PMSA to relevant stakeholders in the University, 
Commercial and Government sectors, by email, phone and in-person. 
 
Leadership 
To oversee the internal operation of PMSA and manage the executive 
committee, ensuring that all members are comfortably fulfilling their duties.  
 
Responsibility 
To ensure that all tasks are on-track with established timelines and to 
reallocate work as necessary to ensure that PMSA programs are effectively run. 

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Competent time management skills 

• Ability to work autonomously 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Previous experience managing teams of people is preferred 

Time 
Commitment 

10 – 15 hours per week 

Position Length 1 year, however re-applications are encouraged in subsequent years 

 

 

2017 President Kishan Chand at the official launch ceremony of PMSA  

http://www.pacificmedicalsa.org/
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Vice President (Internal) 
Purpose Oversee the internal operations of PMSA and ensure the executive committee 

is empowered to achieve the purposes, objects and goals of the organisation.  

Reports to: President 

Key 
Responsibilities 

Facilitation 
To facilitate all executive meetings, ensuring that they run on time, all voices 
are heard and key points are discussed then recorded as action items. 
 
Management 
To ensure open lines of communication between all PMSA subcommittees and 
to assist members in understanding their roles where necessary. 
 
Culture 
To actively promote a positive, engaged culture amongst the PMSA executive 
committee and to manage team wellbeing  

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Excellent ability to prioritise  

• Conflict resolution 

Time 
Commitment 

5 – 10 hours per week 

Position Length 1 year 

 

 

  

2017 Vice-President Aidan Kashyap preparing 

to meet the local village elders (left) and 

presenting an award at the Southern 

Hemisphere Medical Camp (above) 

http://www.pacificmedicalsa.org/
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Vice President (External) 
Purpose Oversee the external face of PMSA and ensure that the public is aware of our 

efforts to achieve the purposes, objects and goals of the organisation.  

Reports to: President 

Key 
Responsibilities 

Vision 
To direct the activities of the PMSA executive towards the underlying objectives 
and goals of the organisation, and to work with the externally-facing PMSA 
portfolios to curate engaging content for and from these activities.  
 
Management 
To ensure that the engagement & promotions and editorials & publications 
teams spread a consistent message and have the tools, contacts and resources 
required to perform their roles in the most effective manner possible.  
 
Public Speaking (optional) 
Alongside the President, the Vice-President (External) is encouraged to be the 
face of PMSA at external events and at our own SHMC. 

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Ability to work cohesively within a team 

• Outgoing, creative and enthusiastic nature  

Time 
Commitment 

5 – 10 hours per week 

Position Length 1 year 

 

 
2017 Vice-President Abdul Shaheed enjoying cake with one of his many new lifelong friends from SHMC! 

  

http://www.pacificmedicalsa.org/
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Secretary 
Purpose Organise all relevant PMSA documentation, manage the PMSA incoming email 

account, and take minutes at all PMSA meetings.  

Reports to: President 

Key 
Responsibilities 

Communication 
Managing a large volume of incoming and outgoing communication 
(predominantly email), and will need to delegate tasks as required.  
 
Organisation 
Documentation required for reporting purposes must be kept organised in a 
detailed and accurate manner. 
 
Recording 
Ensuring that all discussions that take place during meetings and the action 
items that arise are recorded, collated and distributed to all members. 

Desired Skills & 
Capabilities 

• Ability to work cohesively within a team 

• Excellent organisation skills and attention to detail 

• Proactive and shows initiative 

• Strong written communication skills 

Time 
Commitment 

5 –10 hours per week 

Position Length 1 year 

 

 

2017 Secretary Shoma Dutt enjoying a rare moment off during the Southern Hemisphere Medical 

Camp – an event she stepped in to convene at the last moment!  

http://www.pacificmedicalsa.org/
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Treasurer 
Purpose Manage the finances of PMSA by executing the budget, balancing appropriate 

expenditure with income, and ensuring completion of auditing requirements. 

Reports to: President & Board of Directors 

Key 
Responsibilities 

Record-keeping 
Maintaining accurate and complete records of all financial transactions and 
presenting balanced budget forecasts and reports throughout the year. 
 
Decision-making 
Assessing the risks and benefits of all expenditure requests made by PMSA 
Committee members and determining if they are appropriate and advance 
PMSA’s objectives and goals. 
 
Reporting 
Summarising large volumes of financial information into easy-to-understand 
reports, that are presented at internal meetings and to external stakeholders. 

Desired Skills & 
Capabilities 

• Ability to work cohesively within a team 

• Excellent organisation skills and attention to detail 

• Proactive and shows initiative 

• Strategic thinking and good judgement 

Time 
Commitment 

5 hours per week 

Position Length 1 year 

 

2017 Treasurer Andrea Comella scouting Malolo Island in preparation for the inaugural Southern 

Hemisphere Medical Camp! 

  

http://www.pacificmedicalsa.org/
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Liaison Co-ordinator 
Purpose Facilitate connections between Pacific Island medical schools and universities 

across Australia and New Zealand, by promoting PMSA events, news and 
opportunities, and encouraging engagement with Pacific Health amongst 
students at all Universities. 

Reports to: Vice-President (Internal) & Vice-President (External) 

Key 
Responsibilities 

Act as the liaison between PMSA and our Member and Associate medical 
schools 

• Introduce all Council Representatives & Liaison Officers to PMSA and 
ensure that they are fully aware of their roles and responsibilities 

• Maintain regular contact with Council Representatives & Liaison 
Officers 

• Distribute regular summaries of the activities of the Executive to PMSA 
Council 

• Together with the President, organise regular meetings of PMSA 
Council 

• Distribute PMSA promotional material to Liaison Officers, who will then 
distribute it amongst their student body 

o Prepare a fortnightly bulletin 
▪ Upcoming events (Executive will inform you) 
▪ Editorials on Pacific Health (E&P team will provide) 
▪ Opportunities for collaboration (Exec will inform you) 

• Receive enquiries from Liaison Officers, and redirect to relevant 
Executive member if you cannot answer it yourself 

• Direct Liaison Officers to contact their University on behalf of PMSA 
when required 

Advocacy 
Work with the President, VPe and PMSA Council to develop Advocacy Priorities 
(potentially named Pacific Medical Student Development Goals) for issues that 
are of key interest to Pacific medical students. 

Desired Skills & 
Capabilities 

• Connected with the student body, with experience in promoting an 
organisation to your peers 

• Excellent written and verbal communication skills and confident 
engaging with medical students from diverse backgrounds 

• Organised and capable of ensuring that all communication between 
PMSA and external stakeholders is processed in a timely manner 

Time 
Commitment 

5 hours per week 

Position Length 1 year 

 

Liaison Officer 
Please speak to your local student society if you are interested in acting as the Liaison Officer for 

your University with PMSA. If they are not currently offering this position, contact us at 

pmsa@pacificmedicalsa.org  

http://www.pacificmedicalsa.org/
mailto:pmsa@pacificmedicalsa.org
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Engagement and Promotions Officer (Marketing) 
Purpose Develop PMSA’s brand exposure and establish a strong presence on social 

media and amongst Pacific Island medical schools and Universities. The 
marketing officer will work closely with the publications team (Chief Editor), as 
well as event convenors. 

Reports to: Vice-President (External) 

Key 
Responsibilities 

Promotions 
Develop marketing campaigns and plan, prepare and manage publication of all 
promotion material 

• Social Media 
o Create templates for social media posts 
o Delegate content creation/management to members 
o Co-ordinate posting of content 
o Closely liaise with Chief Editor and Convenors to plan 

marketing campaigns and ensure content is relevant 
o Monitor social media performance 

• Website 
o Work closely with IT Officer to ensure website remains well-

presented 

• Publications 
o Ensure branding is consistent across publications 
o Work closely with Sponsorship Officer to present best face of 

PMSA to potential investors 

• Communication 
o Encourage communication from PMSA members to executive 

Merchandise 

• Co-ordinate production and distribution of PMSA merchandise where 
relevant 

Events 
Engage Pacific Island medical students with PMSA at events 

• Ensure branding consistent across events 

• Liaise closely with Convenors and Conference Sub-Committee 
regarding production of event promotions 

• Co-ordinate PMSA booth at events 

Desired Skills & 
Capabilities 

• Able to critically evaluate the success and effectiveness of all marketing 
activities and campaigns 

• Able to develop and implement marketing campaigns within a set 
timeframe 

• Excellent communication skills and confident engaging with internal 
and external stakeholders 

• Understanding of social media patterns and concepts, or willingness to 
learn 

Time 
Commitment 

5 – 10 hours per week 

Position Length 1 year 

 

  

http://www.pacificmedicalsa.org/
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IT Officer 
Purpose Ensure that PMSA’s IT capacity is consistent with its needs as the organisation 

develops, troubleshoot problems and manage website. 

Reports to: Vice President Internal, Engagement and Promotions Officer  

Key 
Responsibilities 

• Develop IT strategy for the future of PMSA 

• Troubleshoot IT problems 

• Propose ideas to utilise IT to improve the medical education of Pacific 
Island medical students and junior doctors 

• Co-ordinate administrative IT backend (internal – liase with VPi) 

• Manage website (external – liaise with Chief Editor and EPO) 

Desired Skills & 
Capabilities 

• Previous experience working in IT (either formal or informal roles) 

• Effective communicator 

Time 
Commitment 

5 – 10 hours per week 

Position Length 1 year 

 

Social Media Manager 
Purpose Assist the Engagement & Promotions Officer in managing PMSA’s social media 

presence 

Reports to: Engagement and Promotions Officer 

Key 
Responsibilities 

Develop marketing campaigns and plan, prepare and manage publication of all 
promotion material on social media 

• Create templates for social media posts 

• Co-ordinate posting of content 

• Closely liaise with Convenors to plan marketing campaigns and ensure 
content is relevant 

• Monitor social media performance 
 
Respond to messages on Facebook and refer to relevant committee members. 
 

Desired Skills & 
Capabilities 

• Understanding of social media patterns and concepts, or willingness to 
learn 

• Creative, enthusiastic and outgoing 

Time 
Commitment 

3 hours per week 

Position Length 1 year 

 

  

http://www.pacificmedicalsa.org/
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Director of Editorials & Publications 
Recruiting for this position will begin following publication of the inaugural PMSA Journal. For more 

information, or if you are interested in joining the team, please email Madeleine Marsland at 

mjmar28@student.monash.edu  

Publications Committee 
 Purpose Provide information about PMSA and Pacific Health Issues to our wider 

audience. Edit all documents produced by PMSA to ensure our message is 
readily accessible to all students and the wider community wishing to become 
involved with this association. 

Reports to: Director of Editorials & Publications 

Key 
Responsibilities 

• Students will write frequent short articles relating to Pacific Health. 
Some topics will be provided, however others are your choice 

• Students will be involved in the publication of a magazine for PMSA. 

• Students will edit work done by other members of the committee. 

• Students may be required to communicate with potential sponsors. 

• This is an excellent opportunity for students who don’t yet have formal 
publications to learn some practical skills, or for students interested in 
journalism and writing. 

Desired Skills & 
Capabilities 

• Will need to have a strong foundation in English 

• Should have experience researching literature 

• Must organise their thoughts in a cohesive written manner 

• Must meet deadlines throughout the year 

Time 
Commitment 

4 hours per week 

Position Length 1 year 

 

 
The final product! The Southern Hemisphere Medical Camp Magazine was more than just a 

conference program – it also contained a preview of the upcoming Journal, speaker profiles, and 

valuable articles to improve students’ understanding of Pacific Health. 

http://www.pacificmedicalsa.org/
mailto:mjmar28@student.monash.edu


PMSA 2018 Call for Applicants   
pacificmedicalsa.org 
 

13 
 

Sponsorship Officer 
Purpose Attract potential sponsors and maintain strong relationships with existing 

partners. 

Reports to: President 

Key 
Responsibilities 

• Develop and maintain prospectus in collaboration with Vice President 
(External) and Director of Editorials & Publications 

• Approach potential sponsors via personal contacts, cold-calling, email 
and networking events 

• Ensure that all requirements for existing sponsors are met (e.g. 
appropriate advertising for them) 

• Keep PMSA executive informed regarding current sponsorship status 

• Responsible for sponsorship for all PMSA activities, including SHMC 

Desired Skills & 
Capabilities 

• Concise, direct and enticing written communication skills  

• Impressive communicator 

• Willingness to learn about all PMSA activities, to better discuss them 
with sponsors 

• Organisational skills – sponsors must receive what they have paid for, 
and potential sponsorship opportunities should not be missed 

Time 
Commitment 

5 – 10 hours per week 

Position Length 1 year 

  

 

Our 2017 Sponsors  

http://www.pacificmedicalsa.org/
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SHMC Conference Convenors 
Purpose Oversee the organisation of the Southern Hemisphere Medical Camp and 

ensure that it provides Pacific medical students with the skills and connections 
required to make a difference to health for all in the Pacific region.  

Reports to: President 

Key 
Responsibilities 

Leadership 
To oversee the internal operation of the SHMC committee, ensuring that all 
members are comfortably fulfilling their duties.  
 
Responsibility 
To ensure that all tasks are on-track with established timelines and to 
reallocate work as necessary to ensure that SHMC is successful. 
 
Engagement 
To engage all relevant local stakeholders (particularly the iTaukei landowners) 
in the organisation of SHMC. 
 
Financial Viability 
Working closely with the Treasurer and Logistics Director to ensure that any 
potential problems are predicted and prevented, and that accurate and 
complete records are kept.  
 
Curate an Experience 
SHMC 2018 will be your conference – and we want you to make this an 
unforgettable week for all delegates involved! 

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Competent time management skills 

• Ability to work autonomously 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Previous experience managing teams of people is preferred 

Time 
Commitment 

10 – 15 hours per week 

Position Length 1 year 

 

  

http://www.pacificmedicalsa.org/
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SHMC Academic Director 
Purpose Curate an academic program that challenges delegates’ preconceptions of a 

traditional conference, inspires them to strive towards improving health for all 
in our region and connects them with peers from across the Pacific. 

Reports to: SHMC Conference Convenor 

Key 
Responsibilities 

Vision 
Curate a unique academic program beyond the traditional spectrum of medical 
professionals. 
 
Professional Communication 
Communicate with speakers and organisations involved in SHMC 2018. 
 
Program Logistics 
Work closely with the Logistics Director to determine requirements for the 
academic program.  
 
Leadership 
Oversee the internal operation of the SHMC Academic sub-committee, ensuring 
that all members are comfortably fulfilling their duties.  

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Competent time management skills 

• Ability to work autonomously 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Experience with and understanding of Pacific Health, or willingness to 
learn. 

Time 
Commitment 

10 hours per week 

Position Length 1 year 

 

 

Students learn basic obstetric ultrasound techniques from Professor Mike O’Connor at SHMC17 

http://www.pacificmedicalsa.org/
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SHMC Academic Subcommittee Member 
Purpose Curate an academic program that challenges delegates’ preconceptions of a 

traditional conference, inspires them to strive towards improving health for all 
in our region and connects them with peers from across the Pacific. 

Reports to: SHMC Academic Director 

Key 
Responsibilities 

Vision 
Curate a unique academic program beyond the traditional spectrum of medical 
professionals. 
 
Professional Communication 
Communicate with speakers and organisations involved in SHMC 2018. 
 
Teamwork and Initiative 
Carefully follow directions given by the Academic Director, but also take the 
initiative and suggest changes, improvements or entirely new directions that 
will make SHMC 2018 the best conference ever! 
 

Desired Skills & 
Capabilities 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Experience with and understanding of Pacific Health, or willingness to 
learn. 

Time 
Commitment 

3 hours per week 

Position Length 1 year 

 

Craig Koning, Director of The Floating Foundation, speaks at SHMC 2017  

http://www.pacificmedicalsa.org/
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SHMC Social Director 
Purpose Curate a social program that brings delegates together and encourages cross-

cultural experiences, setting the foundations for friendships for life.  

Reports to: SHMC Conference Convenor 

Key 
Responsibilities 

Vision 
Curate a unique social program beyond the traditional conference parties 
 
Energising 
Keep delegates happy and involved throughout the conference – with break-out 
sessions between academic content, and structured (and unstructured!) 
activities at the close of each day. 
 
Program Logistics 
Work closely with the Logistics Director to determine equipment requirements 
and risk management for the social program.  
 
Leadership 
Oversee the internal operation of the SHMC Social sub-committee, ensuring 
that all members are comfortably fulfilling their duties.  

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Competent time management skills 

• Ability to work autonomously 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Fun, outgoing and friendly nature 

Time 
Commitment 

5 hours per week 

Position Length 1 year 

 

 

 

 

 

Delegates enjoying 

social activities at 

SHMC 2017.  

http://www.pacificmedicalsa.org/
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SHMC Social Subcommittee Member 
Purpose Curate a social program that brings delegates together and encourages cross-

cultural experiences, setting the foundations for friendships for life. 

Reports to: SHMC Social Director 

Key 
Responsibilities 

Vision 
Curate a unique social program beyond the traditional conference parties 
 
Energising 
Keep delegates happy and involved throughout the conference – with break-out 
sessions between academic content, and structured (and unstructured!) 
activities at the close of each day. 
 
Teamwork and Initiative 
Carefully follow directions given by the Social Director, but also take the 
initiative and suggest changes, improvements or entirely new directions that 
will make SHMC 2018 the best conference ever! 
 

Desired Skills & 
Capabilities 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Fun, outgoing and friendly nature 

Time 
Commitment 

2 hours per week 

Position Length 1 year 

  

It was wonderful to see delegates at SHMC 2017 interact not only with each other, 

but also with those who call Malolo Island home. 

http://www.pacificmedicalsa.org/
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 SHMC Logistics Director 
Purpose Co-ordinate catering, accommodation, transportation and communication with 

delegates for SHMC.  

Reports to: SHMC Conference Convenor 

Key 
Responsibilities 

Logistics 

• Travel and freight consolidation 

• Accommodation options for delegates and speakers 

• Catering 

• Waste Disposal 

• Respond to concerns related to logistics during the camp 
Record-keeping 

• Monitoring and stocktaking of all PMSA equipment and resources 

• Propose relevant data metrics to collect during SHMC 
Scheduling 

• Working closely with Academic and Social teams to ensure schedule is 
feasible and consistent 

Evaluation 

• Undertake cost-analysis of all activities 

• Analyse committee activities and suggest improvements 
Leadership 
Oversee the internal operation of the SHMC Logistics sub-committee, ensuring 
that all members are comfortably fulfilling their duties 

Desired Skills & 
Capabilities 

• Methodological and rigorous record-keeping skills 

• Strong sense of responsibility and leadership skills 

• Ability to work autonomously 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

Time 
Commitment 

5 – 10 hours per week 

Position Length 1 year 

 

Our 2017 Logistics Director, Nathaneal Caleb, with delegates from Australia and New Zealand!  

http://www.pacificmedicalsa.org/
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SHMC Logistics Subcommittee Member 
Purpose Co-ordinate catering, accommodation, transportation and communication with 

delegates for SHMC. 

Reports to: SHMC Logistics Director 

Key 
Responsibilities 

Logistics 

• Travel and freight consolidation 

• Accommodation options for delegates and speakers 

• Catering 

• Waste Disposal 

• Respond to concerns related to logistics during the camp 
Record-keeping 

• Monitoring and stocktaking of all PMSA equipment and resources 

• Propose relevant data metrics to collect during SHMC 
Evaluation 

• Undertake cost-analysis of all activities 

• Analyse committee activities and suggest improvements 
 
Teamwork and Initiative 
Carefully follow directions given by the Logistics Director, but also take the 
initiative and suggest changes, improvements or entirely new directions that 
will make SHMC 2018 the best conference ever! 
 

Desired Skills & 
Capabilities 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Problem-solving skills 

Time 
Commitment 

3 hours per week 

Position Length 1 year 

  

Delegates assist with carrying supplies from boats to the campsite - our accommodation for the 

week at SHMC 2017! 

http://www.pacificmedicalsa.org/
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SHMC Promotions Director 
Purpose Curate the SHMC 2018 brand – and get everyone talking about it!  

Reports to: SHMC Conference Convenor 

Key 
Responsibilities 

Vision 
Work closely with the Convenors and Academic Directors to develop a vision for 
SHMC 2018, a vision that you can share with medical students, speakers and 
sponsors throughout the Pacific region. 
 
Creativity 
Create and distribute promotional material for SHMC 2018, and ensure that 
this is distributed via the PMSA channels (liaison officers, social media, press 
releases) and any other relevant channels.  

Desired Skills & 
Capabilities 

• Strong sense of responsibility and leadership skills 

• Excellent interpersonal skills 

• Competent time management skills 

• Ability to work autonomously 

• Proactive and shows initiative 

• Ability to work cohesively within a team 

• Positive outlook and understanding nature 

• Excellent communication skills and confident engaging with internal 
and external stakeholders 

Time 
Commitment 

5 hours per week 

Position Length 1 year 

 

 

Delegate nametags and certificates at SHMC 2017  

http://www.pacificmedicalsa.org/
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SHMC Treasurer 
Purpose Manage the finances of PMSA with respect to SHMC by executing the budget, 

balancing appropriate expenditure with income, and ensuring completion of 
auditing requirements. 

Reports to: SHMC Conference Convenor, Treasurer 

Key 
Responsibilities 

Record-keeping 
Maintaining accurate and complete records of all financial transactions and 
presenting balanced budget forecasts and reports throughout the year. 
 
Decision-making 
Assessing the risks and benefits of all expenditure requests made by SHMC 
Committee members and determining if they are appropriate and advance 
PMSA’s objectives and goals. 
 
Reporting 
Summarising large volumes of financial information into easy-to-understand 
reports, that are presented at internal meetings and to the PMSA Treasurer. 

Desired Skills & 
Capabilities 

• Ability to work cohesively within a team 

• Excellent organisation skills and attention to detail 

• Proactive and shows initiative 

• Strategic thinking and good judgement 

Time 
Commitment 

3 hours per week 

Position Length 1 year 

 

Lots of small boats or one big boat? As SHMC Treasurer, it’s up to you to work out what’s best!   

http://www.pacificmedicalsa.org/
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Graphic Designer 
Purpose Develop creative graphics that convey messages in support of PMSA 

objectives, working closely with both the Chief Editor and Engagement & 
Promotions Officer. 

Reports to: Vice-President (External) 

Key 
Responsibilities 

• Develop the scope of a design project with both DPE and EPO 

• Develop creative graphics for online and print publications that are 
original content (or have relevant permissions), and convey an 
appropriate message 

• Work with EPO to ensure branding and design is consistent across 
PMSA 

Desired Skills & 
Capabilities 

• Past experience in graphic design 

• Eye for detail and good selection of text, colours and layout 

• Ability to transform statistical data into creative visual graphics 

• Able to create simple diagrams to express complex ideas 

Time 
Commitment 

5 hours per week 

Position Length 1 year 

  

 

http://www.pacificmedicalsa.org/

