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Corporate Secretary/Program Administrator

Role, Responsibilities, and Expectations
Role:  To provide administrative support to the Leadership Southwest Board of Directors and Alumni Association, and to serve as liaison with Class Participants.  

Expectations: 

· Support and advance Leadership Southwest’s mission and goals. 

· Maintain professional confidentiality in all aspects of job performance and protection of board and class records 

· Provide support in all areas related to Leadership Southwest 

Responsibilities 

· Provide all Board of Directors pre-meeting arrangements to include: 

· notification of meeting location, time, etc.

· preparation of agenda, minutes, and hand-out packets 

· Attend board meetings, record minutes, complete follow-up assignments, and transcribe minutes 

· Compile financial transactions of month to submit to Board Treasurer  

· Meet with planning committees if requested

· Serve as Board Liaison to Class Participants to include: 

· provide meeting location, time, proposed agenda and all necessary information pertaining to the class days 

· Provide method of evaluation to each class member 

· Prepare class day evaluation report for board 

· Complete tasks as requested by committee chairs/committee members 

· Attend each class session in its entirety 

· Track class attendance and class members’ needs  

· Recruit for the next class 

· Maintain all LSW records regarding board, class, alumni, as well as insurance, corporate information, and tax preparation in cooperation with Board Treasurer  

· Provide website maintenance
· Other duties as assigned  

Qualifications:  

· A graduate of the Leadership Southwest program (preferred) 

· Excellent communication skills, both oral and written 

· Knowledge of Microsoft Word, Excel, Constant Contact, Joomla website maintenance. 

· Ability to work independently with minimal supervision 

· Ability to collaborate effectively with board directors, planning committees, and alumni  

· Possess organizational skills to adequately manage simultaneous projects/assignments 

· Experience as a manager, supervisor, or executive level administrative position 

· Demonstrated understanding of the non-profit arena  

· Knowledge and/or experience of working with volunteers 
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