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Round Table on Information Access for People with Print Disabilities Inc. 

Job Description: Secretary
The following outlines the duties expected of the person holding the position of Secretary, Round Table on Information Access for People with Print Disabilities Inc. In addition to the specific duties of this position, the Secretary is also expected to share in the general duties required of all Executive Committee members. General Executive Committee Member duties are included, for convenience, at the end of this document.

Specific Position Duties

Note: Any of the duties below may be delegated to the Administration Officer however it is the responsibility of the Secretary to ensure that they have been carried out.

1. Organisation of information prior to meetings and conference
· Prior to meetings of the Executive Committee, liaise with the President to formulate an Agenda.

· Circulate the Executive Committee Meeting Agenda to all members of the Executive Committee.

· In preparation for the Round Table Annual Conference, liaise with the Executive Committee and Conference Coordinator regarding the circulation of pre-conference information. This should include conference program, registration details, costs and payment information.

· Circulate to all Round Table members: the Agenda for the Annual General Meeting and other relevant information such as Treasurer’s Report, President’s Report and final details of the Conference Program.

2. Management of Round Table Minutes

· Ensure that appropriate records are taken, in accordance with Round Table’s Records Management Policy, at the Annual General Meeting and all Executive Committee meetings.

· Check the final draft of minutes with President and Executive Committee prior to circulation.

· In conjunction with the President, maintain contact with members of the Executive Committee and Sub-Committee Convenors between meetings to ensure that any items of action mentioned in the minutes are being followed through.

3. Maintenance of Round Table Core Documents

· Directory of members 
Maintain the directory, ensure it is up to date with addition of new members, deletion of resigning members and information about changes of address etc.

· Constitution 
Have a copy of the Constitution available at every meeting. Circulate any recommendations for changes to the Constitution prior to a meeting of the Executive Committee. 

· Documentation and forms for the AGM 
Documentation and forms to be on hand at the Annual General Meeting are:
- Round Table Application for Membership
- Membership Directory
- Appointment of Proxy
- Executive Committee Nomination form
- Miscellaneous documents
· Documents which need to be kept separately from ongoing minutes are:
- Roles of Convenors of sub-committees
- Terms of Reference for sub-committees and working parties
- Executive Committee job descriptions
- Round Table policies
General Executive Committee Member Duties

· Attend and actively participate in Round Table Executive meetings.

· Actively participate in the work of Round Table outside committee meetings.

· Assist the Conference Coordinator with preparations for the Annual Conference.

· Assist in preparation of AGM documents where required.

· Attend conference and assist the Round Table Administration Officer.

· Keep up-to-date with trends and advances in the industry and circulate information of interest to Executive Committee members.

· Undertake lead responsibility for designated projects as determined by the Executive committee, and make regular progress reports back to the Committee.
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