Canberra & District Central Service Office (CSO)
Alcoholics Anonymous

Position Description -
CSO Office Coordinator

The Office Coordinator is responsible for overseeing daily operations of the Central Service Office
(CSO) at Holder to ensure its smooth running. The role serves as a primary point of contact for
office staffers; Centre Management (ACT Property Group) and various CSO enquiries. The Office
Coordinator maintains a roster of permanent and casual back up staff with continued recruitment
for our casual base. In addition, the position includes monitoring office stationery and supplies.

Term of Service
24 months (2 years)

Requirements
e 2years of continuous sobriety.
e Completed the 12 Steps and continues to actively work them with a sponsor.
e Regular attendance at AA meetings.
e Ability to attend monthly CSO meetings (first Saturday of each month via Zoom).
e Ability to provide a report at each meeting for transparency and accountability.

Role Overview
e Primary point of contact for:
o office staffers
o Centre Management (ACT Property Group), and
o various other Central Service Office (CSO) enquiries
e Maintaining a roster for permanent and casual back up staff
e Continued recruitment for our casual base
e Maintaining basic office supplies such as stationery
e Responding to emails

Key Responsibilities
e Attend monthly CSO committee meetings, first Saturday of the month
(usually held on zoom)
e Submit a monthly report to CSO committee meeting.
e Actas back up staffer if necessary and available to do so.
e General housekeeping such as vacuuming and basic surface cleaning of the office as needed



Canberra & District Central Service Office (CSO)
Alcoholics Anonymous

Support and Handover
Support is available from previous trusted servants where needed.

Election Process
This is an elected position. The successful candidate is selected by the current CSO Committee
and any CSRs (Central Service Representatives) in attendance at the time of election.

Health and Safety

Ensure compliance with health and safety regulations with active awareness of emergency
protocols (Centre Management sends emails), plus manual available. Occasionally it may be
necessary to attend, or arrange for an office staffer to attend, an emergency drill. However, this is

uncommon.



