Position Title: 
Board Secretary – El Paraiso Golf Club
Reports to: Chairman of the Board
Works closely with: All Board Directors, Club Manager/General Manager, Board Committees and liaison role with Club Committee.


Purpose of Position
The Board Secretary serves as the administrative backbone of the Golf Club Board, ensuring proper governance, communication, and record-keeping. This role provides essential administrative support to the Board Chairman, Finance Director, and other Board Directors while maintaining the club's administrative infrastructure and ensuring compliance with governance requirements.

Key Responsibilities
1. Board Administration & Governance
Meeting Management
Schedule and coordinate all board meetings, AGMs, and special meetings.
Prepare and distribute meeting agendas in advance (supporting the Chairman's agenda-setting).
Record detailed minutes of all board meetings and decisions.
Maintain official board meeting records and attendance.
Follow up on action items and board decisions.
Ensure meetings operate within by-laws and governance requirements.
Documentation & Compliance
Maintain the club's official records and by-laws.
Ensure compliance with legal and regulatory requirements.
Keep updated copies of all board policies and procedures.
Manage board member terms, elections and succession planning.
Maintain conflict of interest declarations and board member files.
Support board evaluation and performance monitoring processes.
2. Communication & Coordination

Internal Communication
Serve as primary liaison between board members
Coordinate communication between board and club management
Distribute board communications and announcements
Maintain board contact directory and communication protocols
Support consensus-building and decision-making processes
External Communication
Handle official correspondence on behalf of the board.
Coordinate with external stakeholders (vendors, regulators, etc.).
Manage board-related public relations and announcements.
Serve as a point of contact for board-related enquiries.
3. Event & Tournament Support
Administrative Support for Events
Coordinate board involvement in major tournaments and events.
Assist with event documentation and record-keeping.
Support tournament committee communications.
Maintain event-related board decisions and approvals.
Document board oversight of event management processes.
EP System Coordination
Work with club management on EP system administrative needs.
Coordinate board oversight of event management processes.
Support documentation of event policies and procedures.
Assist with event-related compliance and reporting.
Maintain records of board decisions related to events and tournaments.
4. Financial Administration Support
Financial Documentation
Maintain board financial records and approvals.
Coordinate board review of financial reports and budgets.
Document board financial decisions and authorisations.
Support audit preparation and compliance.
Assist Finance Director with board financial reporting.
Budget & Planning Support
Assist with annual budget preparation and board review.
Coordinate board approval processes for major expenditures.
Maintain records of board financial decisions.
Support financial planning and forecasting processes.
Document board oversight of financial stewardship.
5. Strategic Planning & Policy Support
Strategic Support
Assist with strategic planning documentation and processes.
Maintain strategic plan records and progress tracking.
Coordinate board strategic initiatives and projects.
Support policy development and documentation.
Document board strategic oversight activities.
Risk Management Support
Maintain risk register and board oversight records.
Coordinate board risk management activities.
Document risk mitigation strategies and board decisions.
Support insurance and liability management.
Assist with safety and compliance documentation.
REQUIRED SKILLS & QUALIFICATIONS
Essential Skills.
Administrative Excellence.
Strong organisational and time management skills.
Excellent written and verbal communication abilities.
Proficiency in minute-taking and documentation.
Attention to detail and accuracy.
Ability to maintain confidentiality.
Technical Skills
Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint).
Experience with document management systems.
Basic understanding of governance and compliance.
Familiarity with board management software (preferred).
Knowledge of golf club operations (preferred).

Experience & Education
Minimum 3-5 years of administrative or secretarial experience.
Experience in board administration or corporate governance (preferred).
Knowledge of golf club operations (preferred).
Relevant certification in governance or administration (desired).
TIME COMMITMENT
Regular Board Meetings: Monthly (4-5 hours each).
Committee Meetings: As required (1-2 hours each).
Administrative Tasks: 5-10 hours per week.
Special Events: As required during major tournaments.
AGM & EGM Preparation: Additional time during annual cycle.
Strategic Planning: Support during annual planning sessions.
REPORTING STRUCTURE
Reports to: Board Chairman.
Works with: All Board Directors, Club Management.
Supports: Board committees and working groups.
Coordinates with: Finance Director on financial documentation.
KEY PERFORMANCE INDICATORS
Timely and accurate meeting documentation.
Effective communication and coordination.
Compliance with governance requirements.
Board member satisfaction with administrative support.
Successful event and project coordination.
Complete and accurate record-keeping.
PROFESSIONAL DEVELOPMENT
Attend governance training and workshops.
Stay updated on best practices in board administration.
Participate in golf club industry events and networking.
Pursue relevant certifications and continuing education.
Learn from other club secretaries and governance professionals.

SUCCESS METRICS
Meeting Efficiency: 95% of meetings start on time with complete documentation.
Communication: 100% of board communications delivered within 24 hours.
Compliance: All governance requirements met on schedule.
Documentation: Complete and accurate records maintained.
Stakeholder Satisfaction: Positive feedback from board members and management.

ROLE DIFFERENTIATION FROM OTHER BOARD POSITIONS
vs. Board Chairman
Secretary: Administrative support, documentation and coordination.
Chairman: Strategic leadership, decision-making and external representation.
vs. Board Finance Director
Secretary: Financial documentation and board oversight records.
Finance Director: Financial management, budgeting and fiscal responsibility.
vs. Board Directors
Secretary: Administrative coordination and governance support.
Directors: Specific functional areas and operational oversight.
TASK DUPLICATION ANALYSIS
Areas of Support (Not Duplication):
1. Meeting Management: Secretary handles logistics and documentation; Chairman sets agenda and leads discussions
2. Financial Documentation: Secretary maintains board records; Finance Director manages actual financial operations
3. Policy Documentation: Secretary maintains records; Directors develop and implement policies
4. Communication: Secretary coordinates; Chairman represents externally
Clear Role Separation:
Secretary: Administrative and documentation support
[bookmark: _heading=h.8019r7oxyp6c]Chairman: Leadership and strategic direction
Finance Director: Financial management and operations
Directors: Functional area oversight and implementation
