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International Taekwon-Do Foundation of

New Zealand Inc (ITFNZ)

Job Description


Secretary

1. Writes up and sends out the Agendas for Executive Meetings and other meetings called by the Executive.

2. Takes and writes up the Minutes of Executive Meetings and other meetings called by the Executive.

3. Forward the Minutes of the Executive Meetings to all instructors within 2 weeks of the meeting.

4. Liaise with Committee Directors and Instructors as required to inform them of Executive decisions.

5. Liaise with Organisations outside of ITFNZ on behalf of ITFNZ regarding ITFNZ business.

6. Organise ITF Certificates other than ITFNZ & ITF Black Belt or Umpires Certificates. 

(Taken over by Technical committee but Secretary still maintains overseas the task is done plus 
maintains and checks the excel file of certificate numbers.)
7. Timely clearance of ITFNZ’s Official PO Box.
8. Deals with all inwards correspondence as required in a timely manner.
9. Timely forwarding of inwards correspondence to the appropriate Executive Member, Committee Director, or Instructor.

10. Writes and sends out the outward correspondence in a timely fashion for the Executive Meetings.

11. Table the inward and outward correspondence Executive Meetings and AGMs.

12. Reminds Executive members and Committee Directors to complete actions.

13. Reminds Directors for reports for Executive Meetings and AGMs.
14. Oversees Committee Directors and assists as required.
15. Edits Annual Report and has responsibility for publishing and sending out of same in due time.

(The publishing and sending out part has been taken over by the Development Officer)
16. Edits Constitution and has responsibility for publishing and sending out of same in due time.

(The publishing and sending out part has been taken over by the Development Officer)
17. Holds cheque signing authority.
18. Holds ITFNZ’s common seal.
19. Holds ITFNZ’s Archival material.
20. Assist other people, as required, via email, fax, phone or letter with regards to their enquiries.
Unofficial tasks: oversee correct procedure is followed at meetings and within committees, develop / improve procedure and efficiency of communication within ITFNZ, ensure that the executive deals with governance and not operational tasks (as much as possible), encourage the executive to look towards the future and get on top of looking at ITFNZ’s future from a governance perspective.
Disciplined Body, Focused Mind, Pure Spirit

