Feral Management Queensland

Standing Operating Procedure (SOP) 020

Organisational Structure
References:

A. Constitution of Feral Management Branch of Shooters Union Queensland Incorporated.
B. Feral Management Queensland, Rules of Conduct.

Introduction

Feral Management Queensland (FMQ) is a not-for-profit volunteer organisation, underpinned by the Shooters Union
Australia (SUA) and registered as the Feral Management Branch of Shooters Union Queensland Incorporated, to
promote and assist in the conservation, wildlife management, control of feral animals and declared pest species through
firearm related activities and authorised other means.

FMQ seeks to work in conjunction with government departments, wildlife conservation organisations and landowners
including:

Local regional Councils

. Indigenous owners

. Wildlife organisations

. Scientific researchers

. Environmental protection agencies
Content

This SOP comprises:

Section 1 — Appointments and responsibilities
Section 2 — Organisational Meetings

Section 1 — Appointments and responsibilities
Branch Executive

The FMQ Branch Executive members are appointed at an Annual General Meeting in accordance with the Constitution.
The executive comprises:

° President, responsibilities are contained within Annex A.
. Secretary, responsibilities are contained within Annex B, and
° Treasurer, responsibilities are contained within Annex C.

State Management Committee
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Members of the State Management Committee (SMC) are appointed by the Branch Executive and ratified at a monthly
State Management Committee meeting. The SMC includes the Branch Executive and specific SMC appointment holders
which include:

. Training Officer, responsibilities are contained within Annex D.

. Membership Officer responsibilities are contained within Annex E.
. Property Officer, responsibilities are contained within Annex F.

. Sponsorship Officer, responsibilities are contained within Annex G.
. Grants Officer, responsibilities are contained within Annex H.

° Social Media Officer, responsibilities are contained within Annex |.

Operational Field Activities

Regional Coordinators. Appointed by the State Management Committee. Responsible for developing projects within
their region, the selection and training of suitable Project and Team Leaders, the control of FMQ field equipment and
implementing training programs. Responsibilities are contained within Annex J.

Project Leaders. Appointed by the State Management Committee in consultation with the respective Regional
Coordinator. Responsible for the overall management of a specific project (property) and the ongoing development of

Team Leaders. Responsibilities are contained within Annex K.

Team Leader. Appointed by the management committee in consultation with the respective Regional Coordinator and
Project Leader to lead hunting trips within a specified project. Responsibilities are contained within Annex L.

FMQ Member. Adheres to the Code of Conduct and specifically:

. Always exhibiting safe and responsible hunting and shooting practices.

. Encouraging the development of and promotion of ethical hunting behaviours and attitudes.

o Commitment to the concept of Conservation Hunting and Environmental Management practices.
. Commitment to the ethics of hunting.

. Commitment to the mentoring and development of shooters wishing to participate in hunting.

. Adhering to the directions given by the Team Leader.

Handover Documentation. All committee members, including Regional Coordinators are required to maintain a
Microsoft Word Handover document which contains the day to day information and internal procedures.

Section 2 — Organisational Meetings

FMQ is managed through the following meetings:

. Annual general meeting.
. Held in October of each year.
. Elects the Branch Executive members.
. Sets the following years membership fees.
. Monthly management committee meetings. Conducted by Skype on the first Wednesday of the month.
. Attended by:
. Management committee.
. Regional Coordinators
° Ratifies:
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. Previous Monthly Minutes.

. Monthly Financial Statement.
. Trip leader appointments.
. Monthly General Memberships meetings. Conducted by Skype on (date, second Wed of the month) and
provides information on such matters as:
° Projects
° SOP
° Equipment

Amendments

Please submit any suggested amendments to this guide to the Secretary Feral Management Queensland. Note the
version control at the bottom of the page.

Annexes:

President Responsibilities

Secretary Responsibilities

Treasurer Responsibilities

Training Officer Responsibilities
Membership Officer Responsibilities
Sponsorship Officer Responsibilities
Grants Officer Responsibilities
Social Media Officer Responsibilities
Regional Coordinator Responsibilities
Project Leader Responsibilities
Team Leader Responsibilities

AETIOTMMOO®R
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Annex A to
FMQ SOP 020

Presidents Responsibilities
Reports to: Management committee and the general membership.

Purpose of the Role: The President is the chief executive officer of the nonprofit organization, responsible for providing
strategic leadership, ensuring effective operations, and representing the organization for its members

Key Responsibilities:
Strategic Leadership:

Develop and implement the organization’s strategic vision and long-term goals in alighment with its mission and values.
Lead the Management Committee in setting annual objectives and priorities.

Management Committee:

Chair online Committee meetings, setting agendas and facilitating discussions to ensure productive and effective
meetings.

Work closely with the Management committee to ensure proper governance and support them in fulfilling their
responsibilities.

Management and Oversight:

Oversee the Executive Committee and ensure effective management of the organization’s operations.
Provide mentorship and support to members.

Financial Oversight:

Collaborate with the Treasurer to develop and monitor the annual budget and financial plans.

Ensure the organization maintains financial health and sustainability through prudent fiscal management and financial
controls.

Fundraising and Resource Development:

Lead and support fundraising initiatives to secure necessary resources for the organization’s programs and operations.
Collaborate with the Grants Officer and Sponsorship Officer to build and maintain relationships with donors, grant-
makers, and other key stakeholders to enhance resource development.

Project and Service Oversight:

Oversee the planning, implementation, and evaluation of the organization’s projects and services.

Ensure projects are effectively meeting community needs and advancing the organization’s mission.

Appoint Regional Coordinators, Project Leaders and Team Leaders.

Advocacy and Representation:

Act as the primary spokesperson for the organization, representing it to the public, media, and key stakeholders.
Advocate for the organization’s mission and interests within the community and broader sector.
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Governance and Compliance:

Ensure compliance with all relevant laws, regulations, and organizational policies.

Support the Management Committee in developing and updating policies, ensuring adherence to best practices and
legal requirements.

Regularly updating a handover document.

Communication:

Foster a culture of open communication within the organization.

Keep volunteers, and stakeholders informed about organizational activities, developments, and achievements in
association with the Secretary and Social Media Officer.

Regularly updating a handover document.

Incident Management:

Manage and respond to incidents effectively, ensuring continuity of operations, openness and minimizing impact on the

organization.
Develop and implement contingency plans as necessary.
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Annex B to
FMQ SOP 020

Secretary Responsibilities
Reports to: President and Treasurer

Purpose of the Role: The Secretary is responsible for managing administrative tasks, ensuring smooth meetings,
maintaining records, and facilitating communication between members and the committee.

Key Responsibilities include:
Meeting Management:

Organize meetings between the Executive Committee and Government bodies.

Preparing and circulating meeting agendas: Collaborate with the president to create agendas for committee and general
meetings.

Advises members of Zoom meetings.

Taking and distributing meeting minutes: Accurately record meeting discussions and actions, and circulate minutes to
members.

Ensuring meetings are effectively organized: Help facilitate smooth and productive meetings.

Record Keeping:

Maintaining FMQ records: Keep accurate records of membership, correspondence, financial statements, and other
important documents.
Maintain the: Incident Register, the Feral Scan Initiative database and the FMQ Feral Database.

Acting as the custodian of FMQ documents:

Securely store and manage all FMQ related documents.

Maintaining a register of members: Keep track of members' names, addresses, and contact information.

Keeping a record of correspondence: Oversee the Membership Officer. Maintain a record of all club communications,
both incoming and outgoing.

Maintaining a register of sponsors: Oversee the Sponsorship Officer and keep track of sponsors and their contributions.

Communication and Correspondence:

Handling FMQ correspondence.
Acts as the editor of the FMQ Quarterly Newsletter prior to uploading onto the FMQ webpage.
Respond to inquiries, process correspondence, and forward relevant information to the appropriate parties.

Ensuring effective communication:

Assist in keeping members informed about club activities, events, and important information in collaboration with the
Social Media Officer.

Liaising with stakeholders:

Act as a point of contact for members, other stakeholders, including other shooting, hunting and environmental
protection associations, and sponsors.

General Administrative Tasks:
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Handling bookings and entries: Manage bookings for FMQ facilities or events.
Supervising uniforms: Oversee the use of the FMQ logo.

Responding to general duties as directed by the Executive Committee.

Be prepared to assist with other administrative tasks as needed.

Assist the President in upholding legal requirements and regulatory obligations.

Ensure FMQ complies with relevant laws and regulations.
Preparing and lodging annual reports.

Compile and submit necessary reports to relevant bodies.
Regularly updating a handover document.
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Annex C to
FMQ SOP 020

Treasurer Responsibilities
Reports to: President and Treasurer
Purpose of the Role: The Treasurer is responsible for overseeing and managing the financial activities of the
organization. This includes maintaining accurate financial records, ensuring compliance with financial policies, and
providing financial reports to the Management team and our members.
Key Responsibilities
Financial Management
Oversee the organization’s financial operations, including budgeting, accounting, and reporting.
Ensure that all financial transactions are recorded accurately and in a timely manner.
Monitor cash flow and prepare regular financial forecasts.

Record Keeping:

Maintain and safeguard financial records, including bank statements, invoices, receipts, and financial reports.
Ensure that financial documentation is organized and readily accessible for audits and reviews.

Reporting:

Prepare and present financial reports to the Management committee, highlighting financial performance, budget
variances, and financial forecasts.

Provide monthly, quarterly, and annual financial statements and reports.

Budgeting:

Assist in the development and implementation of the annual budget.
Monitor budget adherence and provide recommendations for adjustments as needed.

Compliance:

Ensure compliance with all relevant financial regulations, laws, and organizational policies.
Oversee the preparation and filing of tax returns and other statutory financial obligations.

Financial Planning:

Support strategic financial planning and decision-making by providing financial analysis and advice.
Identify opportunities for financial growth and cost-saving measures.

Internal Controls:
Develop and implement internal controls to safeguard the organization’s assets and prevent fraud.

Conduct periodic reviews of financial processes and procedures to ensure effectiveness.
Regularly updating a handover document.
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Coordination and Communication:

Collaborate with the Management Committee to ensure financial alighment with organizational goals.
Act as the primary liaison with financial institutions and auditors.

Fundraising Support:

Assist in financial aspects of fundraising initiatives and events, including tracking donations and managing restricted
funds.

Desirable Skills:

Experience in financial management, accounting, or a related field.
Understanding of financial regulations and accounting principles.

Proficiency in accounting software and Microsoft Office Suite.

Organizational and analytical skills.

Ability to communicate financial information clearly to non-financial stakeholders.
High level of integrity and attention to detail.

Needs to be familiar with Xero or willing to train
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Training Officer Responsibilities

Reports to: Management committee

Purpose of the Role: The Training Officer is responsible for managing all training matters.

Key Responsibilities:

. Development of the FMQ SOP 006 - Training Strategy.
) Maintaining and updating the Training database.
. July Annual review of SOP102 - Trip Leader Training.
. Reviews the:
° Trip Reports
. Incident Register
. Overseeing the Membership Officers members theory and target documentation.
o Regularly updating a handover document.
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Annex E to
FMQ SOP 020

Membership Officer Responsibilities
Reports to: President, Treasurer, Secretary

Purpose of the Role: The Membership Officer is responsible for managing and enhancing the membership experience,
ensuring efficient membership administration, and supporting the recruitment and retention of members.

Key Responsibilities:
Membership Administration:

Maintain and update the membership database.

September Annual review of the Accreditation Manual.

Maintain an archive of theory responses, qualifying target records and Shooters Union membership cards.
Process membership applications, renewals, and cancellations.

Maintain the Card machine and submit all requests for expendable items to the Secretary in a timely manner.
Create and post out membership cards.

Manage a Petty Cash allocation and report spending and balance at the monthly management meeting.
Regularly updating a handover document.

Member Engagement:

Act as the primary point of contact for all membership inquiries.
Develop and implement strategies to enhance member engagement and satisfaction.

Recruitment and Retention:

Develop and execute membership recruitment strategies.

Analyze membership trends and provide reports on membership statistics.

Work with the management committee to promote membership benefits and opportunities.
Communication:

Prepare monthly membership statistics 48h prior to a committee meeting.

Provide a annual membership report to the President two weeks prior to the Annual General Meeting.
Ensure clear and effective and recorded communication with prospective and current members.

Collaboration:

Work closely with other committee members to ensure a cohesive approach to membership services.
Collaborate with the Treasurer to ensure accurate processing of membership fees.

Desirable Skills:

Strong organizational and administrative skills.
Excellent communication and interpersonal skills.
Proficiency in using Word and Excel.
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Ability to work independently and as part of a team.
Experience in membership management or a similar role is preferred.
Regularly updating a handover document.
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Annex G to
FMQ SOP 020

Sponsorship Officer Responsibilities
Reports to: State Management committee
Purpose of the Role: The Sponsorship Officer is responsible for securing and managing sponsorships for FMQ as a whole
and for events, or projects, including identifying potential sponsors, negotiating agreements, and ensuring the
fulfillment of sponsorship obligations.
Key Responsibilities:
Identifying Potential Sponsors:
Research and identify companies or individuals who align with the organization's goals and target audience.

Developing Sponsorship Proposals:

Draft compelling proposals outlining the benefits of sponsoring FNQ and/or FNQ events, including branding
opportunities, visibility, and other advantages.

Negotiating Sponsorship Agreements:

Negotiate the terms and conditions of sponsorship agreements, including financial details, deliverable outcomes, and
obligations.

Managing Sponsor Relationships:

Maintain ongoing relationships with sponsors, ensuring their needs are met and that the sponsorship agreement is
honored.

Coordinating Branding and Visibility:

Coordinate the implementation of branding and visibility opportunities during events, ensuring sponsors receive the
agreed-upon exposure.

Reporting and Evaluation:

Track the performance of sponsorship agreements, provide regular updates to sponsors and the State Management
Committee, and evaluate the overall success of the sponsorship program.

Ensuring Compliance:
Ensure that all sponsorship activities comply with relevant regulations and guidelines.
Liaising with Internal Teams:

Work collaboratively with the State Management Committee members, to ensure smooth implementation of
sponsorship activities.
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Sponsorship Database Management:

Maintain accurate and up-to-date information on sponsors and sponsorship agreements.
Ensure the Secretary receives all related correspondence.
Regularly updating a handover document.

FMQ SOP 020 — Organisational Structure Ver 2025 04 22 Page 14 of 21



Annex H to
FMQ SOP 020

Grants Officer Responsibilities
Reports to: Management committee

Purpose of the Role: The Grants Officer is responsible for managing the entire grant lifecycle, from identifying
opportunities and writing applications to managing projects, budgets, and reporting on outcomes.

Key responsibilities:

Identifying and Researching Grant Opportunities

Actively seek out and research potential funding sources that align with the organization's mission and goals.
Developing and Writing Grant Proposals

Write compelling grant proposals, ensuring they meet the requirements of the funding agency and effectively
communicate the organization's needs and impact.

Managing Grant Budgets

Develop and manage grant budgets, ensuring funds are used effectively and in accordance with grant guidelines.
Project Management

Oversee the implementation of grant-funded projects, ensuring they are on track and meeting objectives.
Reporting and Evaluation

Prepare reports and evaluations to demonstrate the impact of grant-funded projects and ensure accountability to
funders.

Regularly updating a handover document.

Liaising with Stakeholders

Build and maintain relationships with funders, grant recipients, and other stakeholders.

Administering Grants

Manage the administrative aspects of grants, including tracking deadlines, managing paperwork, and ensuring
compliance with grant terms and conditions.

Ensuring that the Acquittal has been done in a timely manner.

Developing and Implementing Grant Policies

Assist in developing and implementing policies, strategies, and standards for the management, governance, and
administration of grants.

Providing Advice and Support
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Provide advice and support to other committee members and stakeholders on grant-related matters
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Annex | to
FMQ SOP 020

Social Media Officer Responsibilities
Reports to: Management committee
Purpose of the Role: The Social Media Officer is responsible for developing and executing our social media strategy,
aimed at enhancing our online presence, engaging our community, and driving our mission forward. You will work
closely with the Committee members to create content that resonates with our target audience and supports our overall
goals.
Key Responsibilities:
Social Media Strategy:
Develop and implement a comprehensive social media strategy that aligns with the organization’s mission and goals.

Content Creation:

Produce engaging, high-quality content across various social media platforms (e.g., Facebook, Twitter, Instagram,
LinkedIn) including posts, graphics, videos, and stories.

Community Engagement:

Monitor, respond to, and engage with our online community in a timely and meaningful way, fostering positive
relationships and encouraging support for our cause.

Maintaining and promoting close affiliation with Shooters Union Queensland.

Campaign Management:

Plan and execute social media campaigns to promote events, fundraising initiatives, and advocacy efforts.

Analytics and Reporting:

Track and analyze social media metrics to measure the effectiveness of campaigns, and report on key insights and
recommendations for improvement.

Collaboration:
Work closely with the State Management team, to ensure consistent messaging and branding.
Trend Monitoring:

Stay up-to-date with the latest social media trends, tools, and best practices, and apply them to enhance our social
media presence.

Advocacy and Storytelling:

Use social media as a platform to amplify the voices of the communities we serve, sharing impactful stories and
advocating for our cause.
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Develop:

Develop and maintain the website.
Regularly updating a handover document.
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Annex ] to
FMQ SOP 020

Regional Coordinator Responsibilities
Reports to: President, Treasurer, Secretary

Purpose of the Role: Appointed by the Management committee to manage Project Coordinators within a specified
region as defined by the Executive Committee.

Key Responsibilities:

. In consultation with the State Management Committee, annually review FMQ SOP 160 — Regional Coordinator
Appointments.

. Seek new projects.

. Oversee Project Managers to ensure property owners’ expectations are being met.

) Investigate, report and manage incidents.

. Provide a written reports in accordance with SOP xxx.

. Assist the Membership Officer in the recruitment of new members.

. Maintain regular contact with the members within their region.

° Mentor new members.

. Identification and training of future Project Leaders in accordance with SOP xxx.

. Control allocated FMQ field equipment.
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Annex K to
FMQ SOP 020

Project Leader Responsibilities
Reports to: Regional Coordinator

Purpose of the Role: Appointed by the Management committee in consultation with the respective Regional
Coordinator to manage a specified region as defined by the Executive Committee.

Key Responsibilities:

° In consultation with the State Management Committee, annually review FMQ SOP 130 — Project Leader
Appointments.

) Overall management of a specific project (property) in accordance with SOP xxx.

o Maintaining regular communication with the property owner/manager.

) Assist the Regional Coordinator in the identification of new projects.

. Providing project updates to the Regional Coordinator for the monthly management meetings.

. Selection and development of Team Leaders.
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Annex L to
FMQ SOP 020

Team Leader Responsibilities
Reports to: Project Leader
Purpose of the Role: Appointed by the management committee in consultation with the respective Regional
Coordinator and Project Leader to lead hunting trips within a specified project.
Key Responsibilities:
Various FMQ SOP provide detailed responsibilities of a Team Leader including:
FMQ SOP 100 — Team Leader Appointments
FMQ SOP 103 — Trip Planning

FMQ SOP 302 - Project Induction
FMQ SOP 310 — Project Trip Reporting
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