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Are you interested in applying your administrative expertise and organizational skills to help a grassroots Canadian charity? If so, this is the perfect opportunity for you!

The Canada-Mathare Education Trust (CMETrust) is looking for a Secretary to join its Board of Trustees.

Background:

Canada Mathare Education Trust (www.CMETrust.org) works to advance education in Kenya by providing high school scholarships, post-secondary school support, computer training, and personal and professional development workshops to children from the Mathare Valley, the second largest slum in Nairobi, Kenya. We are an entirely volunteer run, registered Canadian charity (and Kenyan Community-Based Organization), governed by a Canadian Board of Trustees and implemented on the ground by Kenyan Field Representatives. 

Description of Position: 
The Secretary is a member of the CMETrust Board of Directors and the CMETrust Executive Committee. They are responsible for overseeing all administrative aspects of the organization. They will work with the other Executive Committee Members (President, Vice President and Treasurer) to set direction for the organization and support administrative functions including meetings, information management, and reporting.
Main responsibilities include: 
Information Management

· Monitor the info@cmetrust.org inbox and redirect/respond to emails as appropriate.

· Manage cmetrust.org domain and email platform.

· Manage NationBuilder Platform.

· Keep track of CMETrust passwords for various accounts.

· Work with the Communications Director and website volunteer to update and maintain cmetrust.org website.

· Work with Kenyan Field Reps (through Program Manager) to maintain up-to-date records of scholarship recipients.
Meetings

· Schedule bi-monthly Board meetings and initiate meetings remotely by Skype.

· Work with President to develop meeting agenda and distribute agenda and other material prior to the meeting.
· Take meeting minutes and distribute to board members in a timely fashion following the meeting.
· Provide planning and logistical support for Annual General Meetings and other in-person meetings.

Reporting

· Coordinate the development of the CMETrust Annual Report by liaising with board members and assembling the document for distribution & posting on our website.

· Support Fundraising/Donor Relations Directors in reporting as required.

Board Governance:
· Attend regular Board and Executive meetings when called.
· Contribute to Board discussions & decision-making.
· Review relevant materials ahead of Board meetings.
· Support the Treasurer in organization and management of books.

Skills required:
· Experience in administrative functions, information management in a non-profit/charity setting; information technology skills and experience are an asset.
· Task-oriented, with the ability to be self-directed.

· Strong interpersonal, communication and leadership skills to collaborate effectively and efficiently with other Board members and volunteers.

Specifications: 
· Time commitment of approximately 15 hours per month.

· Work is done remotely including most meetings.
If you are interested in this opportunity, please send a cover letter and resume to info@cmetrust.org  with the subject line “Secretary Position”.
