Employment Opportunity
Board of Directors Secretary
______________________________________________________________________________
The Saint Mary’s University Students’ Association, a not‐for‐profit organization that provides services, support,
representation and advocacy to approximately 7000 full and part time students, is currently seeking a Board of
Directors Secretary. We require a well‐organized individual and team player, with a positive mindset, confident in a
fast‐paced multi‐tasked environment. The incumbent will work under the direction of the SMUSA President and
CEO and will ensure that accurate minutes of all Board meetings are taken, approved and distributed.

Qualifications & Experience:
‐Knowledge of Robert’s Rules would be considered an asset
‐Writing Skills
‐Communication Skills
‐Organized and Time Management
‐A Good Listener

Position Responsibilities:
‐The Board Secretary is accountable to the SMUSA President and CEO.
‐Attendance at all Board meetings is required.
‐Take dictation and transcribe information from Board meeting.
‐Immediately following each Board meeting, the Secretary prepares the full minutes. These recorded detailed and
accurate minutes are then circulated to all Board members and the Chair.
‐Compile, archive and maintain all records related to the position.
‐The Board Secretary is required to post minutes online immediately following approval of the minutes.
‐ Policy amendments and new policies need to be accurately changed to the master copy and online.
‐From time to time, it is necessary for the Board to conduct e‐mail ballots on important matters that cannot be
delayed until a meeting. In such cases, the issuing of the e‐mail ballot and its recording are done by the Secretary.
‐Any other duties relevant to the position as assigned from time to time by the President and CEO.

The Term:

October 1, 2018 – April 30 2019

_____________________________________________________________________________________
Please submit resume, along with a cover letter via email to karla.hodge@smu.ca with the subject line
“SMUSA Board of Directors Secretary” no later than 5:00pm on September 24, 2018. Applications
must include a one‐page cover letter accompanied by a resume and include one reference. Any
questions regarding this job posting may be addressed to Karla Hodge via email.

We wish to thank all applicants for their interest however only those applicants selected for an
interview will be contacted. Saint Mary’s University Students’ Association is an equal opportunity
employer. For more detailed organizational information please visit: www.smusa.ca

