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ROLE DESCRIPTION
The SECRETARY to the PRESIDENTS’ COUNCIL records the minutes and keeps the records of PWN Global Presidents’ Council. The Secretary supervises preparation of minutes for the Council Meetings. The Secretary reports to the Secretary General.  
The specific activities outlined below are in addition to assuming the duties and responsibilities of all volunteers to act in accordance with the law and good governance and management practices. 

DUTIES and RESPONSIBILITIES:
· Works together with the Secretary General and / or President(s) to develop the agenda for the Presidents’ Council 
· Takes notes at the Presidents’ Council Meetings and ensures that the minutes of the previous meeting are approved by a formal vote. The Secretary is responsible for organizing task lists and following-up on action items. 
· Coordinates and communicates with the Secretary General leads across all city networks to share best practices and ideas.
· Organises and participates in the City Network President teleconferences.
· Organises the agenda for the annual meeting of Presidents (usually “offsite” in person; now online). 

Time Commitment: Approx. 1-2 hours per week. This includes the attendance and participation in Presidents’ Council bi-monthly meetings, preparation time for meetings, plus the annual online offsite meeting of Presidents.

IDEAL BACKGROUND / EXPERIENCE: 

· A minimum of 4 years of progressively responsible business experience, preferably in an international environment. Experience in as many of the following fields as possible: human resource management, law, finance/budgeting technology, event management or related areas. 
· Ideally having served as a volunteer within a City Network. 

