
 

 

 

Australian First Responder Foundation 

TERMS OF REFERENCE: Chief Executive Officer 

This document defines the responsibilities and scope of the role of Australian First Responder 
Foundation (AFRF) Chief Executive Officer. 

  

Authority The Chief Executive Officer is appointed by the AFRF Board. 
This terms of reference defines the scope and responsibilities of the role. 
The Board will determine who is to perform the role and determine if, and when, 
the role is to be terminated. 
The Board is the authority to determine changes to the terms of reference. 
 

Organisation 
Context 

The AFRF, established in late 2020, is an emerging registered charity dedicated to 
improving the mental health and wellbeing of emergency first responders. 
The Board consists of unpaid volunteers with a range of relevant expertise who 
share the goals of the AFRF. Other members and volunteer also contribute to the 
efforts of the AFRF to develop and deliver its program. The AFRF manages these 
efforts through the following SIGs/ sub-committees that report to the Board: 
- Finance 
- Service Development and Delivery 
- Marketing 
 
The AFRF Chief Executive Officer will, at this time, be engaged on a voluntary basis, 
and operate within the existing organizational structure and voluntary efforts of its 
members. As such the following description of responsibilities must be read with 
due regard to the AFRF’s maturity, capability to execute and financial position. 
The position is not a full-time position but may occupy a significant portion of a 
working week. Skills/experience in leadership of a developing organisation are key 
to success in the role, and so may suit someone who has retired from such a role.    

 
The AFRF Chief Executive Officer, on appointment is expected to become a 
member of the AFRF and maintain financial membership while in the role.  
 

Purpose and 
responsibilities 

The Chief Executive Officer will supervise and control all strategic and business 
aspects of the AFRF in accord with the directions and decisions of the AFRF Board 
and the AFRF’s Constitution and Policies. The CEO will set the strategic direction for 
the organisation and creating a vision for success. As a prudent manager and 
inspiring leader, the CEO will have a business mindset and propound “the big 
picture”, play a key role in campaigns to secure funding while keeping the human 
factor in perspective.  
 
The responsibilities include: 

• Leading the development of high-quality business plans, strategies, and 
budgets, ensuring their alignment with the AFRF objectives, for consideration 



 

 

by the AFRF Board and, to the extent approved by the Board, overseeing the 
implementation of these plans, budgets, and strategies to ensure that they 
produce the desired results and are consistent with the overall AFRF strategy 
and mission. 

• Ensuring the organisation’s operations and business are within the parameters 
set by the Board and that the Board is kept informed of material developments 
in the organisation’s affairs, operations, and business. 

• Where proposed transactions, commitments or arrangements exceed 
threshold parameters set by the Board, referring the matter to the Board for its 
consideration and approval. 

• Identifying and managing corporate risks for the organisation and, where those 
risks could have a material impact on the organisation, formulating strategies 
for managing and mitigating those risks, including for consideration and 
endorsement (as applicable) by the Board. 

• Providing oversight of the organisation’s financial and business systems, 
ensuring appropriate controls and monitoring to ensure that all relevant 
information is captured and reported in a timely fashion, are functioning 
effectively, and are founded on a sound basis of prudential risk management.  

• Ensuring that the Board is provided with sufficient accurate information on a 
timely basis regarding the organisation, its operations, business, and affairs, 
and with respect to the organisation’s corporate performance, financial 
condition, operations, and prospects, so as to reasonably position the Board to 
fulfil its governance responsibilities. 

• Implementing the policies, processes and codes of conduct approved by the 
Board and facilitating the monitoring and reviewing of, and reporting against, 
those policies, processes, and codes of conduct. 

• Leading and motivating AFRF staff to ensure staff are engaged and exhibit high 
performance. 

 
The Chief Executive Officer will be expected to: 

• provide management oversight and exercise responsibility across the 
organisation to ensure the effective and efficient functioning of the 
organisation. 

• provide strong and clear leadership internally to the organisation and its people 
and externally to the organisation’s stakeholders. 

 
The Chief Executive Officer will be accountable to the Board for the overall 
performance of the AFRF, regularly reporting to the Board, and the Chair as 
needed, of events within, or which reasonably should be within, the knowledge 
or awareness of the Board, which may or do have a material impact on the 
organisation’s activities or well-being. 
 
In respect of leadership the Chief Executive Officer will: 

• Provide a strong, clear leadership to the organisation. 

• Ensure the organisation’s code of conduct/values are regularly updated, 
monitored, and communicated.  

• Provide leadership direction, goals, and energy to AFRF personnel. 

• Provide high-quality decision making and set priorities that advance the AFRF’s 
ability to secure funds. 

• Create and sustain a culture of innovation and enablement, underpinned by 
and expressing the values and philosophy of the organisation.  



 

 

• Monitor and interpret the external environment to continually position the 
AFRF to its best advantage amongst the emergency services, AFRF funders (or 
potential funders) and community supports, emergency first responders and 
members. 

• Build trust relations with key partners and stakeholders, and act as the key 
point of contact for important AFRF stakeholders.  

• Maintain awareness of political, governmental, business and industry 
components of the external environment, on a local, national, and 
international level. 

 
The Chief Executive Officer, with respect to overall management oversight and 
responsibility of the organisation, will take responsibility in: 

• The appointment and management of key executive and management 
personnel. 

• Setting up, maintaining, and reviewing organisational structure, systems, 
policies, processes, and procedures, to guide, support, inform, service and 
monitor the prime functions of the organisation. 

• Ensuring legal, ethical, and professional practices and boundaries consistent 
with the organisation’s code of conduct/values are adhered to.  

• Ensuring financial activities are managed within agreed budgets and informing 
the board in a timely manner should the CEO become aware of any material 
adverse movements to the budget. 

• Seek to advance and develop the AFRF as a leading provider of its services 
within Australia, exploring the opportunities for expansion and collaboration. 

 
The Chief Executive Officer, with respect to overall integrity, will exhibit personal 
behaviour and conduct: 

• Consistent with the organisation’s code of conduct/values.  

• In such a manner so as not to bring the organisation into disrepute or 
disrespect. 

 

Reporting The Chief Executive Officer will provide a regular monthly report to the Board. The 
Chief Executive Officer may be Board Member, however, if the CEO is not a 
member of the Board, the CEO will be invited to attend and contribute in a non-
voting capacity. The Board may operate in “closed session” or without the Chief 
Executive Officer present where circumstances arise (eg conflicts of interest, 
discussion of disputes with staff).   
 

Delegation The Chief Executive Officer may delegate responsibilities to appropriate AFRF staff 
or volunteers. 

Other 
Considerations 

The Chief Executive officer will be subject to an annual performance review. 
 
Terms of Reference of SIGs/ sub-committees 
Terms of Reference: specified volunteer roles 

 
Constitution, AFRF Policy, Business Plan, Financial Plan 
 
Corporations Act  

 


