Women’s Symphony League

Job Description 2011

Final

Job Title

WSL Administrative Assistant

Function

To assist the WSL president at Executive and Full Board meetings, General Meetings or any other capacity as requested

Term of Position

Appointed by the WSL president for a one-year term

Peak Work Months

August – May

Meetings to Attend

All Executive and Full Board meetings, General Meetings, called meetings

Responsibilities

To assist the WSL president at Executive and Full Board meetings and General meetings of WSL. Duties may include arranging Executive Board meeting locations, sending Executive Board meeting notices, setting up the microphone when needed, distributing minutes and reports, providing refreshments (for the Executive board), monitoring adherence to the agenda during meetings, and counting closed ballot voting.
Skills Required

Skills and knowledge in computers, communication, hostessing, history and background of WSL

Relationship to Other Chairs (with whom you work)

Works directly with WSL president, interacts with Executive and Full boards

