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Position Description for  

Secretary - General 

 

General duties for all Board members: 

1. Understand and demonstrate a commitment to the organisation’s mission and programs 

2. Keep up to date with issues and trends that affect the organisation  

3. Prepare for meetings by reading agendas, minutes, reports and other documentation required to 

actively participate in them  

4. Attend Board meetings regularly  

5. Contribute skills and knowledge by participating actively in meetings and committee work  

6. Make inquiries when clarification or more information is needed  

7. Understand and monitor the organisation’s financial affairs  

8. Avoid any potential conflicts of interest  

9. Understand and maintain confidentiality  

10. Ensure the organisation is complying with all legal and regulatory requirements  

Specified duties for Secretary - General: 

1. Maintains records of the board and ensures effective management of the APDSC’s records  

2. Manages the minutes of board meetings/congresses  

3. Ensures minutes are distributed to Board and AP members in a timely manner after each meeting  

4. Is sufficiently familiar with legal documents (articles, by-laws, etc.) to note applicability during 

meetings 

5. Developing, in conjunction with the Board, the APDSC’s vision, values and goals 

6. Responsibility for the achievements of APDSC goals and objectives 

7. Develop APDSC strategies and planning to achieve the APDSC’s vision and overall business 

objectives 

8. Preparation of business plans and reports in conjunction with the Board of Directors 

9. Reporting to the Board on current and future initiatives 

10. Advising the Board on the most effective organisational structure and overseeing its implementation 

11. Assessment of business opportunities of potential benefit to the APDSC 

12. Responsibility for proposals for any major support to ensure their alignment with APDSC strategy 

and justification on economic grounds 

13.  Establishing and maintaining effective and positive relationships with Board members, Asia Pacific 

members, Host countries and other government/business liaisons 
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14. Keeping Directors informed of all matters which, or have a potential to, have a material impact on the 

APDSC 

15. Undertaking the role of key APDSC spokesman 

16. To be first contact person between APDSC Executive and AP members/stakeholders for all 

communication 

17. Recommending policies to the Board in relation to a range of organisational issues including 

delegations of authority, consultancies and performance incentives 

18. Ensuring statutory, legal and regulatory compliance and complying with APDSC policies and 

standards 

19. Ensuring appropriate risk management practices and policies are in place 

20. Developing and motivating direct reports and their respective teams 

21. In conjunction with President, Board or Board sub-committees (if appointed), selecting program 

leaders and other direct reports, and recommending their terms of appointments to the Board 

22. Monitor and develop APDSC website with Administrative Assistant 

23. Investigate and monitor, with Administrative Assistant, for Malaysia’s local laws, policies and 

regulations 

24. Perform other duties as requested by APDSC President or Board of Directors 


