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Board of Directors - Secretary Job Description

(DCGLT)

Position:

Secretary

· Authority:

The Secretary governs the correspondence of the Land Trust. As an officer any advice given by the Secretary on any relevant matter is highly regarded by the Board of Directors. The Secretary has signing authority on all cheques and other documentation. The Secretary has authority to keep all correspondence, records and documents of the Society, except those required to be kept by the Treasurer, at his or her domain. 

Responsibilities:
The Secretary is directly accountable to the Board of Directors and indirectly accountable to all members of the Trust. The Secretary roles are to:

· Serve on the Board of Directors

· Receive and read all correspondence and bring it to the attention of the appropriate officer or to the Board

· Keep records of all Board correspondence

· Sign Board minutes and corrections to confirm their accuracy

· Collect and record membership dues & issue receipts

· Act as a signing officer for cheques and other official documents 

· Orient the new Secretary

· The Secretary may delegate some of his/her responsibilities and duties to staff (if present).

· Requirements:
The Secretary is expected to attend, at the minimum, one monthly Board Meeting (usually every 3rd Wednesday of the month at 7pm). An additional meeting or two may be required if the Secretary serves on a Committee(s). All written correspondence should be made accessible at any time for review to all members of the DCGLT.  The Secretary membership fee ($10 per year) must also be up to date.

· Term:


An officer serves one term, upon election. One term is the time between Annual General Meetings (usually one year). An election may be by acclamation or ballot. Separate elections must be held for each office to be filled. All Directors must retire from office at each Annual General Meeting when their successors are elected. A retiring director may seek re-election. If a successor is not elected, the person previously elected / appointed continues to hold office. If the Secretary resigns, the remaining Directors must appoint a member to take the place of the former officer. 

Qualifications & Skills:
The preferred skills and knowledge of a Secretary include… 

· Previous secretarial experience and/or education,

· Experience with correspondence management,

· Computer skills,

· File management and organization,

· Problem solving skills,

· Communication skills (verbal and written) and

· To be able to act independently and as part of a team

General Duties:
The general duties of the Secretary are to….

· Keep copies of the Trust’s bylaws and the Board’s policy statements

· Have custody of the Society’s common seal (if one exists)

· Keep lists of officers, Board Members, committees and general membership; maintain the register of members

· Notify members of Society, Board and Annual General Meetings
· Make sure that there is a quorum at Board Meetings
· Prepare the Board’s agenda with input from Board Members and staff

· Bring minute book to meetings and keep accurate minutes of meetings

· Record all motions and decisions of meetings 

· Keep record of Board attendance

· Sign Board minutes to attest to their accuracy & record all corrections to minutes, confirm their accuracy

· Keep copies of minutes of both Board and committee meetings

· Distribute copies of minutes to Board Members promptly after meetings

· File the annual return, amendments to the bylaws and other incorporating documents with the Corporate Registry

· In the absence of the President or Vice President, chair Board meetings until the election of an alternate chairperson

Evaluation:

Each officer will have a chance during his or her term to submit a self-assessment form. This form will help describe some of the successes and failures of the officer’s term. It will provide information to the Trust informing the Board of Directors of our strengths and weaknesses. It will identify areas that need improvement and allow us to recognize the areas in which we excelled. Evaluation of the Board of Directors is an important tool for Board development strategies.

Benefits:
What benefits can the DCGLT Board of Directors - Secretary expect to receive?

· Career development

· Ability to use your expertise and skills related to the position

· Satisfaction of making a difference in the community and the environment

· Opportunity to work with individuals of diverse backgrounds

· Development of effective decision-making skills

· Increased understanding of group dynamics and relationships 

Approved Date:
The Secretary’s job description has been approved on **/**/1999 and will be reviewed yearly (corresponding to the AGM).
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