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Job Title:  Secretary 
 

 
Duties and Responsibilities: 
 

1. Direct the management of the business and affairs of the RBDC in the best interests 
of the corporation, exercising the care, diligence and skill of a reasonably prudent 
person, and acting honestly and in good faith. 

2. Attend all RBDC executive meetings and take minutes of the meeting. 
3. Maintain and keep the minutes of all RBDC meetings. 
4. Arrange for an interim secretary in the event that a meeting cannot be attended. 
5. Distribute the minutes of the previous meeting to the executive prior to the next 

meeting. 
6. Distribute the minutes of the previous annual general meeting to the membership at 

the next annual general meeting. 
7. Maintain lists of the officers, other directors, and instructors. 
8. Develop a contact information sheet of the current RBDC executive and distribute to 

the executive members. 
9. Conduct the correspondence of the Club. 
10. Type and distribute other documents as required. 
11. Maintain a bylaw register.  Update the bylaws as necessary following annual general 

meetings, and produce copies for distribution to the executive and any interested 
members. 

12. Store executive application forms as per the Privacy Policy. 
13. Perform such other duties as the directors may assign. 

 

 
Time Requirements: 
 
 Attending all executive meetings (held monthly except in July and December).  These  

 meetings require 2 to 3 hours of time per month. 
 Attending Annual General Meeting and any specially called general meetings. 
 Attending subcommittee meetings as required. 
 Typing and distributing meeting minutes – time depends on typing speed (2-3 hrs/meeting). 
 Typing and distributing other documents (Drafting a new document can take several  

  hours if some research is involved) 
 Typing and sending correspondence as required. (2-3 hours per year) 
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Job:  Secretary  (continued) 
 

 
Skills and Qualifications: 
 

1. Must be a member of the RBDC at the time of nomination and throughout term of 
office. 

2. Ability to take minutes during a meeting. 
3. Ability to type minutes and other documents in a timely manner. 
4. Basic computer skills (ability to use a word-processing program) an asset. 
5. Good verbal and written communication skills. 
6. Good interpersonal skills. 
7. Good organizational skills. 
8. Access to email an asset. 

 

 
Orientation and Training: 
 
The retiring secretary will meet with the incoming secretary and provide: 

1. A job description. 
2. Minutes from previous years. 
3. Electronic copies of minutes, agendas, letters and other relevant documents where 

possible. 
4. Copies of the bylaws. 

 

 
Other: 
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