Job Description – XYZ Community Housing Co-operative Inc.
Secretary
	Reports to
	· Management Committee Meetings

· Annual General Meeting


	Key links to Co-ops Rules, Bylaws and Policies


	· Co-operative’s Rules, Bylaws and Policies, especially Governance and Management Policies
· Co-operatives Meeting Procedure Policy


	Key responsibilities
	· Preparation for meetings

· Management of correspondence

· Maintenance of the Co-operative’s records

· Maintenance of the Membership Register

· Be the custodian of the Common Seal

· Take action as required by the Rules and Policies



	Key tasks


	· Comply with the XYZ CO-op Inc.’s Rules, By-Laws and Policies
· Liaise with the Chairperson to set the Agenda for Management and General Meetings
· Stay up-to-date with changes to Housing SA, Community Partnerships administrative policies and requirements

· Manage the correspondence
· Prepare and distribute notice of meetings, agendas, reports from Sub-Committees/Officer Bearers/Coordinators and other papers as required for Management Committee meetings

· Arrange the venue for meetings

· Take and distribute the minutes of Management Committee meetings 
· Advise Sub-Committee Convenors on the taking of and distribution of minutes for Sub-Committee meetings

· Refer members (including Officers) to the relevant Rules, By-Laws, Policies as required

· Liaise with the Membership Officer to ensure that accurate records of membership are kept

· Liaise with the Chairperson to prepare the notice, agenda, election and venue for the Annual General Meeting

· Coordinate the publication of the Annual Report

· Submit the Annual Report (including the audited Financial Statements) to CPG and others as required

· Develop and maintain a system of Version Control for the Co-operative’s Rules, By-Laws and Policies

· Maintain an up-to-date diagram of the Co-operative’s Organisational Structure

· Develop and maintain secure and ordered filing systems for the records of the Co-operative

· Advise Sub-Committees, Officer Bearers and Coordinators on the maintenance, storage and handover of records

· Recommend changes to the Co-operative’s Rules or Policies relating to administrative matters

· Recommend improvements to the Co-operative’s governance Policies relating to administrative matters

· Make improvements to the Co-operative’s operational procedures relating to administrative matters

· Store the Common Seal and maintain the Common Seal Register

· Maintain a current Contact List of Members and Tenants

· Advise CPG and others of changes to Office Bearers and Coordinators

· Report to each Management Committee meeting
· Present the Secretary’s Report at the Annual General Meeting

· 

	Key dates
	· Management Committee Meetings
· Annual General Meeting


	Hours required
	· Minimum 8 hours per month


	Knowledge & skills required
	· Knowledge of the Community Housing legislation
· Broad understanding of all the Co-operative’s Rules, By-Laws and Policies 
· Detailed understanding of the Co-operative’s Governance Policies 
· Understanding of the Co-operative’s Organisational Structure
· Broad understanding of all the Office Bearers and Coordinator’s Job Descriptions

· Broad understanding of all the Subcommittee’s Terms of Reference

· Knowledge of minute taking

· Excellent administrative skills
· Reliable, pays attentions to detail and able to follow through.


	Minimum Training requirements
	· CPG’s Good Governance training
· CPG’s Role of the Office Bearers and Coordinators


	Other requirements
	· Ready access to the CPG website
· Subscription to CPG e-bulletins


	Delegated authorities
	· Use of the Common Seal in accordance with the Rules
· Authorise administration expenditure in accordance with the budget allocation


	Other
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