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ROLE PROFILE
HONORARY SECRETARY
Our commitment to equality, diversity and inclusion (EDI) underpins our belief that we can make the Association stronger through the unique contributions we can all bring.  We create inclusive teams aligned to our values and encourage applications from a diverse range of suitably qualified candidates.  The Association Values can be found at Appendix 2 of this role profile.

DEFINITIONS USED WITHIN THIS DOCUMENT:
· BSAVA
British Small Animal Veterinary Association

· CE

Chief Executive

· A&M

Advisory and Management Committee

· WC

Working Committee

· HoPE
Head of Partnerships and Events

· HoMM
Head of Marketing and Membership

· VM

Volunteer Manager

· VDC

Volunteer Development Committee

· WH

Woodrow House

1. REMIT OF THE ROLE:

To act as Honorary Secretary of the Association and carry out the duties of a Trustee of the BSAVA Board effectively.  It is necessary to have an awareness of the current issues that might affect the Association in the future or to have a desire to make yourself aware.

· To liaise with other Officers and Board members

· To attend and contribute to Board meetings

· To attend Advisory and Management and if invited, Council meetings

· To attend Working and other BSAVA committees or BSAVA working parties as decided by Board.

· To attend external organization’s committee meetings and working parties as decided by Board

· To be responsible for specific tasks as allocated by the President or other Board Members
· To represent the Association on outside committees as decided by Board (eg, BVA council, etc)
· To contribute to consultation documents as decided by Board through communication with the Head of Policy and Communication
· To attend Past Presidents meetings as requested
· To attend joint officer meetings between BSAVA board and other associations (e.g. RCVS, BVA)
2. SPECIFIC ROLES:

Board Meetings
· To attend and contribute to Board meetings in line with the responsibilities of a Trustee.

· Responsible for ensuring that the logistics in relation to Board Meetings are in place and communicated

· Communicate with the Board team to ensure that they provide items for the agenda in good time

· Send draft agenda to the President on the Wednesday prior to meeting and final version along with any supporting paperwork to BSAVA Board on Friday prior to meeting

· Liaise regularly by phone or otherwise with both the President and the CE
· Liaise with the VM to invite new Trustees to observe 2-3 meetings before they formally take up the post
· Arrange details in conjunction with Woodrow House for any meetings with other Association Officers at the time of regular monthly association Board meetings eg BVA, BVNA etc,
· Take minutes at BSAVA Board meetings and any other meetings of the Board where this responsibility has not been designated to another member of Board, ie Joint Officer meetings where the minute taking is shared amongst the Board team  and circulate to the President and the CE first for correction and then to Board

· Report to other Officers following working committee and external  meetings.
Working Committees

· Attend selected committee/s as the dedicated Board member  and contribute as required
· Work with and support the Working Committee Chair and staff members to ensure the work of the committee is both productive and fulfilling for all participants.  Ensure that the committee activities are aligned with the association’s strategy and values and any opportunities identified through its work are shared appropriately with other committees or Working Groups.  
· Liaise with the VM to invite new A&M members to last A&M of the presidential year., 

Ongoing correspondence
· Ensure that any correspondence that comes direct to the Honorary Secretary is responded to and copies of correspondence is maintained, with copies being provided to VM for the archive if appropriate.  

· The Head of Policy and Communications (HoPE) will distribute and collate responses on consultations.  Any policy related correspondence received direct should be forwarded to the HoPC to respond to.
Meetings

· Liaise with Volunteers Manager (VM) over future meeting dates list and gain agreement on the list from Board, reporting back to the VM so that the information can be shared to a wider audience. 

Awards

· Liaise with the Head of Marketing and Membership (HoMM) who will advise who the dedicated WH person dealing with the BSAVA awards to ensure they are advertised in a timely fashion and results collated and circulated ahead of the BSAVA Awards committee meeting

· Chair the BSAVA Awards Committee meeting

· Follow and update the separate BSAVA Awards planning sheet
Other commitments of the role

· Reading papers and reports from meetings

· Contributing to the work of any groups to which you are assigned

· Email communication with staff, regional committees, other members of BSAVA Board, other volunteers, and external contacts

· Phone calls with staff, other volunteers, and external contacts.

3. MEETING ATTENDANCE COMMITMENT:
All committee members should be aware of their responsibilities in relation to attendance at meetings as defined in the BSAVA Rule Book, which is available on the BSAVA website - <insert new link>. The Policy regarding meeting attendance can be viewed here <insert link>.  You should be aware that attendance at meetings is only one element of the role and you will need to carry out tasks outside of these meetings.
The meeting attendance commitment as Honorary Secretary is:

· Board Meetings, nine meetings (mostly all day), a mix of in-person and virtual meetings as denoted on the meeting dates list.
· Association Annual General Meeting held in June and any additional General Meetings if called during the tenure of the Honorary Secretary

· Joint Officer Meetings with other Associations and organisation’s

· If assigned to a working committee a maximum of three Working Committee Meetings: January, April and September (mostly all day meetings)

· three x A&M Meetings (all day): February, June and October
· one Strategy Day: June
· If invited to attend, three x Council Meetings  March, July and November
· BSAVA Awards Committee Meeting – half day in October

· BSAVA Congress: Wednesday through to Saturday
· Additional meetings to represent the Association where appropriatePossible attendance at other organisation’s events
Where possible meeting dates are combined to minimise time impact and requirements for travel eg AGM and A&M.  Most meetings have the option of virtual attendance if required although when meetings are face to face, in person attendance is desirable. 
7. TRAINING

Training to help you carry out the role will be identified once appointed and a plan to complete the training will be put place in the 12 months prior to taking up the post and will be ongoing throughout the tenure if necessary.

Board have a placeholder for training day in December and will agree in the autumn how this might be utilised to support the work of Board, you should be prepared to attend this training.
8. REWARDS

As Honorary Secretary you will receive a complimentary Congress registration plus 4 nights’ accommodation, 2 tickets to all social events at Congress, provided you meet the expectation of attending meetings as laid out in the BSAVA Rule Book and contributing to discussions held at meetings and via other communication methods.

In addition, the Association provides its volunteers with considerable opportunities for networking, attending CPD events and meeting key-opinion leaders and fellow professionals. Volunteering is also its own reward and provides positive experiences of giving something back to the Association and profession.

9. CALENDAR 
A calendar of responsibilities and tasks to be carried out throughout the year can be found at Appendix 1 of the Role Information Pack.  This is not an exhaustive list and is meant to provide a framework, there will be other tasks that are not noted here.
10. EXPENSES

Expenses incurred whilst carrying out committee duties will be reimbursed in accordance with the Expenses Policy contained with the BSAVA Rule Book.

11. EQUIPMENT PROVIDED IF NECESSARY

To enable you to carry out the role effectively you will need access to a laptop, printer and phone.  It is assumed that most people will already have these but if not please contact the VM in the first instance.  Stationery supplies etc can be requested via the Membership Services Team (MST) at WH  administration@bsava.com.

12. FURTHER INFORMATION

If you need any additional information not provided within this profile then please contact either the President, CE or the VM at WH, whichever is more appropriate.

APPENDICES

Appendix 1.

Responsibilities and Tasks

Through the year

· Responsible for ensuring that all correspondence from members of other committees and members of BSAVA is acknowledged

· Deal with any matters promptly and efficiently

· Responsible for ensuring that that agendas and minutes of Board meetings are produced efficiently and within time frame laid out by WH

· To liaise with other Committees/affiliated organisations 

· Identify and notify either the Volunteer Development committee or the VM, of any person with potential as a future volunteer or member. 

April

Immediately after Congress
· Attend Board meeting, produce Board minutes and action list for circulation

· Prepare agenda for Board meeting in May, working with the President and CE
· Check actions from last Board minutes
· Attend working committee meeting as allocated
· Work with VM to produce the paperwork to be circulated to the membership in relation to the AGM

May

· Attend Board meeting, produce Board minutes for circulation
· Prepare agenda for Board Meeting in June

· Responsible for ensuring that the invitations for the Past Presidents Meeting are initiated, to include the minutes of the last meeting and a call for items for the agenda

· Review and approve the AGM paperwork provided by the VM to meet the required deadlines outlined in the articles of association (members require 21 days notice for any AGM/GM).
June

· Check actions from last Board minutes

· Attend Board meeting, produce Board minutes for circulation
· Attend Officers and Past Presidents Meeting, bringing apologies

· Attend Strategy Day
· Attend A+M meeting
· AGM

· Prepare oral presentation to AGM

· Ensure running order is correct for President, running order is provided by Volunteer Manager
· Attend AGM
July

· Attend Board meeting, produce Board minutes for circulation

· If invited attend Council Meeting.

· Correct AGM minutes with relevant WH staff member
· Work with the Head of Marketing and Membership to start the BSAVA Awards process and organise the meeting in October
August

· Check actions from last Board minutes

· Prepare agenda for Board Meeting in September

September

· Attend Board and Working Committee meetings, produce Board minutes for circulation
· Prepare agenda for Board meeting in October

October

· Check actions from last Board minutes

· Attend Board and Advisory & Management meeting, produce Board minutes for circulation
· Chair and attend the Awards Committee meeting
November

· Check actions from last Board minutes

· Attend Board produce board minutes for circulation
· If invited attend Council Meeting.

December

· Check actions from last Board minutes

· Prepare agenda for Board meeting in January

· Attending Board Training Day

January

· Attend Board and Working Committee meetings, produce Board minutes for circulation
February

· Check actions from last Board minutes

· Attend Advisory & Management meeting, 
· Prepare agenda for Board meeting in March

· Check actions from last Board minutes

March

· Check actions from last Board minutes

· Attend Board Meeting, produce minutes for circulation
· Prepare agenda for Board meeting in April

· If invited attend Council Meeting.

· Review SOP for the role and provide any amendments to the Volunteer Manager for review by the VDC, any amendments should include a justification for the change.
· Attend BSAVA Congress 
Appendix 2 – BSAVA Values
The values at the heart of BSAVA guide our decisions, actions and behaviour for the benefit of our communities, and society. 
 
· We nurture and support our communities 
· We aim for excellence in all that we do 
· We strive to be bold and innovative 
· We are accountable and trustworthy 
· We are rigorous and evidence led 
 
These headline values are underpinned by more detailed statements of intent, which give greater depth to our aspiration to be genuinely values-driven. 
 
We nurture and support our communities 
As an altruistic community we espouse equality of opportunity, diversity, and inclusion. We are welcoming, accessible, and respectful to all. Our style is to be collaborative and empowering, encouraging progression and development in a sharing community that is mutually supportive, inspirational, and fun. 
 
We aim for excellence in all that we do 
Excellence is core to our organisation’s purpose, we have a passion for quality, and professionalism. As an ambitious, expert community we are aspirational, committed, diligent, and driven. 
 
We strive to be bold and innovative 
We are open-minded and receptive to new ideas. We strive to be pioneering and creative while delivering sustainably and providing value for money. We work to leverage our expertise to facilitate change to benefit our communities, the professions and wider society. 
 
We are accountable and trustworthy 
Integrity and honesty underpin all our relationships, with staff, volunteers, members and other stakeholders. We are fair, impartial and open in our dealings and communications.  
 
We are rigorous and evidence led  
As a responsible, independent community, BSAVA will exercise moral courage in its decision-making. In the context of science, our approach will be rigorous, reliable, and evidence-based whilst open-minded in our consideration of pioneering and innovative concepts.  
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