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Detailed Job Posting: 2010-2011 Secretary of the Society 

 
Descript ion of Posit ion 
(From Council Policies on Other Hired Positions) 
1. The Secretary shall perform the following duties: 

a. Attend meetings of the Council, General Meetings of the Society, and the Annual General Meeting. 
b. Record detailed minutes for all above meetings, and distribute these minutes to the Society within 2 weeks of the 

conclusion of these meetings for review. 
c. Conduct a full attendance, including an enumeration of guests and observers, at all above meetings, and distribute 

this with minutes.  This attendance shall in all cases specify the names and times of any member who arrives at the 
meeting after the call-to-order, or departs the meeting prior to the adjournment motion. 

d. In consultation with the Vice President, maintain records of Committee, Commission, and Board memberships, as 
well as contact information of all Council members. 

 
Experience & Quali f ications 
!  Commitment to the UC Community 
!  Demonstrated initiative and ability to work alone 
!  Ability to multi-task, monitor and track discussion at a rapid pace 
!  Able to learn quickly; sound written and verbal communication skills 
!  Pleasant manner and strong service orientation 
!  Strong keyboarding skills, proficiency with MS Office Suite, and familiarity with RobertÕs Rules of Order are assets 
!  Availability during Summer 2007 for Council Meetings is expected 

Ð Preference may be given to University College students Ð 
 
 
Application Information 
!  Applications are due in ELECTRONIC COPY ONLY (no hard copy applications will be accepted) to 

daniel.tsekhman@utoronto.ca.  The deadline for applications is listed below. 
!  Applications should consist of at least the following: 

Ð Completed Application Form 
Ð Covering Letter summarizing relevant skills and goals of the applicant(s) 
Ð Detailed Resume/CV for each individuals included in the application 

!  Please address all application documents to the Chair of the Hiring Committee 
 
 
Addit ional Information 
Term of Work:     10 April 2010 Ð approx. 15 April 2011 

Part-Time Hours: Council Meeting Lengths range from 1 - 12 hours 
Part-Time Hours: Council Meeting Lengths range from 1 - 12 hours, one meeting 
per month 

 
Pay Rate:     Fixed honorarium Ð $50 per Council Meeting 
Posting Date:     17 March 2010 
Closing Date/Application Deadline:  Friday, 26 March 2010, 4:00 PM 
 
 
Hiring Process:  Consideration of Applicants "  Interviews "  Discussion of Interviewed Applicants "  Initial 

offer pending ratification "  Ratification of Hiring "  Contract signing "  Term of Work 
Commences 

 
 
Contact: All questions and correspondence pertaining to application for this position should be directed to 

the Chair of the Hiring Committee, Daniel Tsekhman, by e-mail at daniel.tsekhman@utoronto.ca 
 


