Example - Secretary’s Role

Some functions of the Secretary’s role may be delegated to another party either Executive Officer, staff or external contractor.
Engagement process and terms
The Secretary will be elected using the organisations constitution as a set of rules for this process.
The term of engagement as Secretary will also be dictated by the constitution unless other arrangements have been made and legally approved.

Duties

The Secretary is responsible for administration of the committee and ultimately the organisation.  This role may be delegated to another entity.
The Secretary will:
· take responsibility for the minutes of the meeting.  This includes:

· taking the minutes - recording with accuracy the content of the meeting

· filing the minutes – usually in a place where they can be easily found

· lodge all legal documentation that is required for the organisation
· maintain a list of members 
· maintain a correspondence log

· table or circulate any correspondence that needs to be addressed by the board 

· ensure correct meeting procedures are followed

With integrity, honesty and accountability in mind the Secretary should: 

· ensure good governance principles are adhered to

· ensure constitutional requirements are met

· provide the committee with information as required
· engage with other committee members to ensure robust discussions in meetings

· assist with the decision making process
· demonstrate good legal, moral and financial responsibility

The framework the Secretary works within is provided by the organisation’s constitution, its policies, procedures, by-laws and any other documentation previously approved by the board.

This document is provided by OUR SECRETARIAT and is recommended as an example only.  It can be used as the basis for a more detailed and refined document.


