
Board position Secretary

Role purpose

The role of Secretary is to assist the Chair to ensure the Board members act within the
rules of the Constitution and to provide administrative support and keep accurate
minutes of official Board meetings.

The Secretary may carry out additional duties as nominated by the Chair person
and/or the Board members, to support the efficient functioning of the Jazz SA Board.

Key duties and responsibilities

1. Manage and maintain records of the Board’s activities within the rules of the
Constitution, including recording of Minutes and distribution of Minutes no later
than seven days after the meeting.

2. Development of the agenda in consultation with other Board members and
ensure its distribution at least 24 hours prior to the meeting.

3. Be familiar with and ensure ready access to all relevant Board documents during
meetings, including access to the Constitution.

4. Authorise Board members to assist with the Board's business if required. This
includes signing a copy of the final approved Minutes and ensuring that the
signed copy is maintained.

5. Ensure that the records of the Board are maintained as required by law and
made available when required by authorised persons. These records may
include founding documents, lists of Board members, Board meeting Minutes,
financial reports, and other official records.

6. Ensure all official documents are uploaded to the relevant folders in the Jazz SA
shared file location.

7. Ensure access to members is removed at resignation end date.

8. Support the Chairperson by sharing ideas, discussing and providing constructive
feedback to support the formulation of strategies and goals of the Board.

9. Ensure that notification is given of Board meetings within the timeframe specified
in the Constitution.

10. Manage the general correspondence of the Board except for such
correspondence assigned to others.



11. Assist with leading the Board in providing systematic communication from the
Board and other relevant stakeholders.

12. Provide a summary of Board Minutes for distribution to all Board members via
email and the shared file location.

13. Receive and file relevant Police Check records or Working with Children
documentation.

Essential skills

The Secretary should have:

● a commitment to the Board
● sufficient time to perform their allocated duties and attend Board meetings
● an understanding of the role of the Board and their role within it
● leadership skills and willingness to accept responsibility
● listening skills
● good computer skills- proficient in MS Word, Excel and Outlook and the ability

to use file sharing software such as dropbox
● be a good communicator
● ability to prioritise tasks and meet deadlines.

Desirable skills

The Secretary should:

● be organised
● have sound presentation and public speaking skills
● be able to maintain confidentiality if required.


