Secretary 
[bookmark: _Int_ADFpEfkg]The board secretary is an elected officer and voting member of the Board of Directors of INCOSE. The Secretary is responsible for the stewardship of the governance records of INCOSE and for consistency and transparency in the board’s documented meeting practices. The Board Secretary ensures the maintenance of accurate records, facilitates meetings, and provides oversight of processes to ensure compliance with legal and governance standards. The Secretary has a two-year term of office.
Accountability 
The Secretary is accountable to the Board of Directors of the association, like other board members. 
Authority 
· The Secretary has the authority to oversee and execute the responsibilities defined below.
· Like other board members, the Secretary is entitled to make motions and vote on matters before the Association. 
· The Secretary may not, on behalf of the Association, enter contracts without the knowledge and approval of the board. 
Time Commitment
10-20 hours per month (board meetings, executive committee meeting and duties as described below) 
Responsibilities 
As a Director and an Officer, the Secretary will:
· Know the organization’s mission, policies, programs, and needs as well as understand its collective purpose;
· Faithfully read and understand the organization’s financial statements and board materials in advance of meetings;
· Serve as active advocates and ambassadors for the organization;
· Fully engage in identifying and securing the financial resources and partnerships necessary for the organization to advance its mission;
· Leverage connections, networks, and resources to develop collective action to achieve the organization’s mission;
· Prepare for, attend, and conscientiously participate in board meetings;
· Participate fully in one or more committees or taskforces (as assigned);
· Engage in learning opportunities to better understand the community we serve;
· Respect the experiences of all who bring their voices and lived experiences into the boardroom and the organization;

His/her principal duties regarding the secretary of the board shall be to oversee the execution of: 
· The timely distribution of agendas for Board meetings and Association membership meetings (e.g., annual general meeting). 
· The accurate recording and distribution of the minutes of Board of Directors meetings. The minutes should reflect the format and level of detail that the Board has considered and decided upon. 

· [bookmark: _Int_WACjAfvr]The creation and maintenance of an up-to-date board planning calendar outlining matters to be on the board’s agenda over a year.
· Maintenance of a full contact list of board members including board member appointment dates, term of appointments and board member bios.
· In the event that the Secretary is unable to attend a meeting where minutes or notes are to be taken, it is the secretary’s responsibility to find an alternate. 
Unless the following responsibilities have been formally assigned to the executive director, the Secretary will also ensure: 
· The updating, accessibility and safe storage of the Association’s meeting minutes and other legal documents
· Oversight of the Association’s incorporation status and the facilitation of all annual filings of required reports and information.
· The maintenance of a file or manual of governance policies and a systematic schedule for their review as determined by the board.
· The maintenance of an up-to-date list of members of the Association
· The management of external correspondence and ensuring that requests made of the Board of Directors, or relevant to the governance of the Association, is reported and responded to in a timely manner
· The accurate recording and distribution of the minutes of the Association’s Annual General Meeting is managed appropriately. 
· Maintaining Board policies
Committee Membership 
The secretary is a member of the Executive Committee. 
Qualifications 
This is an extraordinary opportunity for individuals who are passionate about INCOSE and systems engineering. Membership in INCOSE is required and diversity valued.

· Knowledge of the meeting procedures, decision-making rules, governance policies and the bylaws of the Association 
· Extensive professional experience with significant (executive) leadership accomplishments, including INCOSE leadership preferred
· Previous governance experiences serving on a Board of Directors is preferred
· A commitment to and understanding of INCOSE’s members and the SE discipline, preferably based on experience 
· Savvy diplomatic skills and a natural affinity for cultivating relationships and persuading, convening, facilitating, and building consensus among diverse individuals 
· Personal qualities of integrity, credibility, and a passion for improving the lives of INCOSE’s members

Service on INCOSE’s Board of Directors is voluntary and without remuneration, except for approved administrative support, travel, and accommodation costs in relation to Board Members’ duties

