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National Association (NA)/ Chapter Model Role Profile: NA/Chapter 
Secretary 
 
This document is one of a series of model role profiles intended to assist NAs and Chapters in 
structuring the work of their Boards and key official positions.  Each NA/Chapter operates somewhat 
differently and may assign responsibilities in different ways.  These model role profiles give you 
suggestions and a checklist to help you make sure that certain basic areas are covered.  They can 
also help you with recruitment and training of new officials.  They can be found in section U of the 
Info File and can be seen in relation to the corresponding International Committees whose Terms 
of Reference are in section O. 
 
General overview of the role 
As the Secretary of a CISV National Association or a Chapter, your key responsibility is to provide the 
essential support for the day-to-day administration and operations of the organization. Your work 
ensures that the organisation runs smoothly and all requirements from local laws to CISV policies 
are fulfilled.  You are the main administrative contact person within the NA, between the NA and 
CISV International, and between different CISV organizations.  As a volunteer secretary, it is 
recommended that you are a Board member, or at least develop very close relations with your 
respective Board. 
 
If the NA/Chapter has a paid employee, some or all of the Secretary tasks can be included in the paid 
employee’s role profile. If the role is filled by a paid employee, the role can be crafted towards a 
“Secretary General” position, where the Secretary is entitled to receive and participate in all 
communications addressed to the Board, to receive notices and materials of Board meetings, to 
attend and participate fully in those meetings (with the exception of voting), except for those 
portions of any meeting at which the Secretary’s performance or terms of employment are 
discussed. 
 
Key Responsibilities and Tasks 
Basic responsibilities of a NA/Chapter Secretary– as a broad summary: 
NA Secretary Specific: 

• Be the main administrative contact person between the NA and CISV International 
• Serve as the main administrative contact point to other NAs, as well as Chapters and 

volunteers within your NA 
• Manage CISV International’s myCISV and SharePoint activities for your NA: 

o Access administration related data on SharePoint and share with relevant 
volunteers and Chapters 

o Keep National/Chapter Officials Directory up-to-date, particularly important roles 
such as NA Representative, NA Secretary, NA/Chapter Risk Managers, NA Treasurer, 
National Junior Representative 

• Liaise with National Email Coordinator or equivalent to manage CISV email services: 
o Check yourcountry@cisv.org email inbox regularly and distribute information in a 

timely manner 
o Create, maintain and update different email aliases for your country (e.g. 

firstname.lastname@country.cisv.org, role@country.cisv.orgemail addresses) by 
using service provided by CISV International 

mailto:yourcountry@cisv.org%20e
mailto:firstname.lastname@country.cisv.org
mailto:role@country.cisv.org
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• Act as default NA contact person for areas in which no specific national contact person has 
been identified in the National/Chapter Officials Directory on myCISV website 

 
General secretary responsibilities (for Chapter and NA secretaries): 

• Ensure that there is always someone “on duty” to respond to communications when 
needed (If the Secretary will be out of contact for any period of time, it is essential that 
someone else fill in. CISV International may also have to provide your contact details to 
external parties such as insurers or members of the public enquiring about CISV in your 
country) 

• Be familiar with the Resources section on the cisv.org website, as well as relevant 
international Info-Files, documents, and administrative deadlines 

• Coordinate travel insurance certificate requests, visa support letters and embassy 
applications 

• Ensure compliance with the administrative rules and deadlines of CISV International 
• Ensure compliance with the national and local laws and rules of your country that relate to 

CISV. This might include e.g. registrations with local authorities, regular renewal, filing and 
submission of statutory documents for permission to operate, accounts submissions, tax 
filings etc.  

• Coordinate Board meetings, arranging practicalities, the agenda and document the 
meeting minutes 
 

Throughout the CISV Year (key responsibilities) 
NA Secretary Specific: 

• At the start or end of a term, updated the National/Chapter Officials Directory on myCISV 
and give or remove user accounts and access rights 

• Coordinate with the relevant parties (Board, Committees, Chapters and volunteers) in your 
NA to: 

o Collect data and information to submit official documentation to the International 
Office by the stated deadline e.g National Report Form, Host and Participation Data 
Sheets etc 

o ensure that all programme forms, reports and any other official documentation are 
submitted to the International Office and/or other NAs on time e.g pre-camps 

• Receive and respond to, or forward as needed, any correspondence from CISV International 
or other NAs, e.g. programme invitations and invoices, programme pre-camp information 

• Read the IO Update weekly and pass on relevant information to appropriate Committees 
and contact persons within your NA 
 

General secretary responsibilities (for Chapter and NA secretaries): 
• Manage day-to-day work, follow up and liaison operations with President, Chapters and 

Board members, Committees or volunteers. 
• When a new Board starts their term or a new volunteer is appointed to a key role, support 

the facilitation of an orientation process, providing any materials and documents required 
• Manage and keep a safe record of participants, members and volunteers 
• Collect feedback from volunteers and members and take actions as needed 
• Help and support JB on administrative processes and meeting logistics as needed 
• Collaborate with the President or relevant volunteers to create annual plans and annual 

reviews  
• Distribute, manage and track all programme invitations 
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Main Policies and Resources  
• C-03: Programme Basic Rules 
• C-10: CISV International Fee Structure  
• C-11: Programme Cancellation and Penalty Fees 
• C-15 List of CISV International Member Associations 
• Common Deadlines Calendar on SharePoint 
• Current programme information (e.g. Programme Lists, Programme Information with 

invitations, International Programme Staff List, Pre-Camps) on SharePoint 
• Programme Guides 
• National-Chapter Officials Directory 

 
Monitoring, Evaluation & Risk Management  
You know you have succeeded as a Secretary, when 

• You submit all the programme forms, National Report Form, other documents to the 
International Office or other NAs by the stated deadlines  

• Effectively coordinate on Board meetings within the NA / Chapter and distribution of 
minutes to the Board Members 

• Regularly update the National/Chapter Officials Directory, maintain proper records of 
membership, participants and volunteers in a safe manner 

• IO updates and information are shared regularly with the National Board, local Chapters, 
Programme Committees, members and volunteers as appropriate 

• National laws on operation of NA/Chapter as an organization are followed and regular 
submission of statutory documents are filed with the Local Authorities 
 

Working Relationships  
The role of the NA/Chapter Secretary is to act as a connector between different volunteers and key 
stakeholders. The work of the NA/Chapter Secretary enables smooth operations for the 
organisation and eases the work of other volunteers. 
 
Work Relationships 

• Work with the President and Board members to prepare agendas for Board Meetings 
• If you are the Chapter Secretary, you need to coordinate with the National Secretary on 

regular basis for the various administrative tasks 
• The NA Representative is the official link to CISV in other countries and CISV International 

on non-administrative topics.  They will provide you and others with the latest news and 
updates from your local region and CISV International.  Through them, your CISV 
organization can be part of a bigger community and develop CISV as a global organization  

• Your organization’s Treasurer is your partner in the financial area. They should collaborate 
with you regarding the financial obligations, invoices and outstanding to and from CISV 
International/Chapters 

• Together with the Risk Manager you ensure that the organisation fulfils its legal 
requirements, including GDPR legislation. You may also need to collaborate with the Risk 
Manager e.g. with confidential and/or sensitive communications and reports related to Risk 
Management 

• Work with any Committees within your NA/Chapters on relevant work to their areas 
• Work with National Secretaries of other NAs on programme related matters 
• Work with the International Office of a range of administrative tasks and processes 

 

https://docs.cisv.org/C-03_Programme_Basic_Rules.pdf
https://docs.cisv.org/C-03_Programme_Basic_Rules.pdf
https://cisv.org/resources/document-list/
https://cisv.org/resources/document-list/
https://cisv.org/resources/document-list/
https://docs.cisv.org/C-15_List_of_CISV_International_Member_Associations.pdf
https://docs.cisv.org/C-15_List_of_CISV_International_Member_Associations.pdf
https://cisvio.sharepoint.com/Lists/General%20Calendar/calendar.aspx
https://cisvio.sharepoint.com/General%20Area%20Documents/Forms/AllItemsGrid.aspx?id=%2FGeneral%20Area%20Documents%2F2019%20Programmes&viewpath=%2FGeneral%20Area%20Documents%2FForms%2FAllItemsGrid.aspx
https://mycisv.cisv.org/directory/view
https://mycisv.cisv.org/directory/view
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Networking 
As the Secretary, one of your responsibilities is to coordinate with the organization internally and 
externally.  A key task would be to coordinate with different NAs and locally with different Chapters.   
As Secretary you should be able to effectively coordinate with the International Office, 
National/Chapter Board members, Risk Managers and local Programme Coordinators.  
 
Reporting Hierarchy 
As the Secretary, you directly report to the President of your local or national CISV organisation or 
the chair of the Board. 
 
Key Competencies  
Attitudes 

• Willing to promote CISV’s vision and values, and lead by example 
• Willing to be accountable for day to day functioning of the local or national CISV 

organization 
• Willing to constantly learn by doing 
• Inclusive cooperative working style 

 
Skills 

• Administrative and management skills 
• Ability to communicate in English 
• Organizational and delegation skills 
• Effective and prompt communication skills 
• Ability to use computer, email, internet 
• Team working skills, assertiveness, flexibility 
• Tact, discretion and diplomacy 

 
Knowledge  

• Knowledge of CISV goals, structure and programmes 
• Awareness of CISV International rules and procedures 
• Awareness of the national and local laws and rules of your country that relate to CISV 
• Knowledge of CISV education principles and content 
• Knowledge of where to find key information and how to ask for help 

 
Additional Comments 
Recommendations (to be good in that role) 
The role of the Secretary is possibly one of the heaviest workload-wise, and managing the workload 
is one of the trickiest tasks in this role. It is important to work effectively adhering to the deadlines 
and be responsible for effectively communicating with the International Office and within the NA 
for different responsibilities.  Good computer skills are a must to work effectively as a Secretary. 

Hints on the difference for NAs or just for Chapters, or for Chapters in multi-Chapter NAs.  
Each NA is structured differently but as a Chapter Secretary you do not have direct communication 
with the International Office.  

Learning and Training options 
• Highly recommended: Chapter Development RTF 
• Beneficial: Secretary’s Training (if offered), Risk Management RTF, Profile Raising RTF, 

Essentials of Peace Education RTF 
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• Not offered by CISV, but still beneficial: Administration and Management trainings for 
NGOs (these may be offered by Like-Minded Organizations in your city / country) 
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