
FWP Position Description
Board Secretary

POSITION DETAILS

Title Board Secretary (Voluntary)

Job Type Volunteer (approx 4 - 6 hours per month)

Location Working Remotely

Start  Date Monday 20th February 2023 (flexible)

End Date Ongoing (Ideally 12 month minimum)

Structure Reporting FWP Board of Directors

ABOUT FOR WILD PLACES

For Wild Places is a non-for-profit organisation, founded by a small and driven group of trail runners. It
is our aim to empower passionate outdoor enthusiasts to embrace sports activism as a way to
celebrate and protect wild places. Our purpose is to create a world where wild places are collectively
cherished and protected, using sports activism as the vehicle for linking human happiness and
environmental well-being.

ROLE
The Board Secretary manages the administration of the board, operating alongside the company
secretary and directors who have the responsibility for ensuring board compliance and performance.

Though this is a volunteer position (as are all of our board roles and many others across the
organisation), the Board Secretary plays an important role in supporting the effectiveness of the board
by coordinating the timely completion and distribution of board meeting agenda, briefing materials
and minutes, as well as planning and scheduling board meetings.

KEY TASKS

The Board Secretary is responsible for:

● Co-ordinating timing for board meetings, scheduling meetings and managing technology for
meetings (e.g. virtual meeting links) – note that meeting frequency and timing would be
decided in consultation with the board

● Working with the Chair to prepare meeting agendas and sending this to the board a week before
the meeting

● Collating and circulating board (and any committee) papers a week prior to each meeting.
Generally, the CEO prepares most board papers however others (particularly finance) are
prepared by others (and we sometimes need a friendly prod to get them in on time!)

● Taking minutes during meetings, including specifically noting actions and decisions
● Circulating minutes to board members for review
● Ensuring records of members’ and directors’ meetings are kept in compliance with the Act and

the organisation’s constitution
● Drafting board policies, templates, and other documents to improve the effectiveness of board

processes
● Supporting other board related matters from time to time.
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Position Description - Board Secretary

QUALIFICATIONS, SKILLS & EXPERIENCE

There is no legal requirement for particular qualifications or experience, however, we would love you to
bring the following:

● A passion for nature and trail running
● A natural planner, highly organised and reliable
● Confident, a strong listener and able to distil discussions into key points
● Resourceful, with a desire to leave things better than you found them
● Previous board or executive exposure, or a sound understanding of the role and responsibilities

of a board – or a willingness to learn
● Able to commit to a period of at least 12 months and approximately 6 hours a month.

APPLY NOW

To apply for the position, please send a cover letter and CV to Hilary (CEO) at
hilary@forwildplaces.com.au, with the subject ‘Board Secretary  Position’. Please feel free to get in touch
if you have any questions prior to applying.  We will stop accepting applications on Sunday 12th
February 2023.
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