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	Position Description

	Position Title:
	Board Secretary

	Location: 
	9-11 Charlotte Street, Balclutha & remote

	Reports To: 
	Chairperson, Clutha Community Health Company Limited (CCHCL) trading as Clutha Health First (CHF)
Chairperson, Clutha Health Incorporated (CHI)

	Number of Direct Reports: 
	Nil

	Date: 
	May 2026



	Our Purpose

	Lead – Innovate – Advocate … for a healthy community. 

	Our Shared Values

	· We value our people. 
· We value honesty and respect. 
· We value excellence. 
· We value the environment we live in. 



	Purpose of Role

	To ensure the effective and efficient running of the governance function of Clutha Health Incorporated and CCHCL (trading as Clutha Health First) by providing secretarial support to both Boards.
To deliver clerical services in a timely and efficient manner, ensuring Clutha Community Health Company Limited philosophy, priorities and standards of practice are met.



	Key Relationships 

	Internal: 
	Directors of Clutha Community Health Company Ltd
Trustees of Clutha Health Incorporated

	External: 
	CEO and employees of Clutha Health First
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	Person Specification

	
	Essential
	Desirable

	Training, Work Experience and Qualifications
	Administrative/clerical experience at an    executive/governance level
	

	Skills and Knowledge
	•	Ability to accurately record discussions during meetings
Excellent written and oral communication skills
Excellent word processing skills
Acts with discretion, sensitivity, and integrity at all times.
Maintains an exceptionally high level of confidentiality.
Ability to work independently.
Be able to communicate clearly, both verbally and in written form.
Able to meet deadlines.
Flexible attitude to work outside boundaries of the position when requested.
Alert, reliable, thorough, mature, have integrity and initiative.
•	Have an appropriate presentation and standard of personal care and grooming.
	

	Physical Task Requirements
	· The following denote the key physical requirements for the position:
· Sitting
· Repetitive arm, hand and finger     movements
· Operating machinery/equipment e.g., photocopiers, printers
· Mental activities require high level of concentration, accuracy and organisation.
	




	Key Tasks / Accountabilities and Performance Indicators

	Key Tasks/ Accountabilities: 
	Performance Indicators: 

	Board of Directors/Trustees Meeting Support
	· Finalise and distribute the board pack once authorised, (note initially the agenda will be prepared by the Chair/CE.
· Communicate effectively with board members and stakeholders regarding meeting times, locations, and agenda items.
· Co-ordinate communication and follow up actions arising from the meetings.
· Ensure all correspondence is appropriately stored/recorded

	Board of Directors/Trustees Record keeping
	· Take formal minutes ensuring that the discussions and decisions of the Board are recorded accurately and in accordance with best practice.
· Circulate minutes for review within three days of the meeting and finalise
· Maintain all statutory registers associated with the meeting process e.g. the interests register

	Document Management
	· Maintain all official records of the Board meetings, including policies, resolutions, meeting minutes governance documents and other Board related documentation
· Maintain the Board Pro dashboard folders (including but not limited to meetings, actions, decisions, documents, interests and committees)

	General Duties
	· Monitor and maintain the Board calendars and work plans.
· Assist in the onboarding process for new board members, providing them with essential information and resources.

	Maintain High Standards of Performance
	· You will act in a professional manner in relationships with all Directors of each Board

	Professional Development
	· Performance objectives will be reviewed annually with the Board Chairpersons.



	Performance Measures

	Set realistic measurable goals for own performance and assume responsibility for acquiring knowledge/experience to meet those goals.
Plans for growth and undertakes change based on regular self-evaluation and annual review with Board Chairpersons




	Treaty of Waitangi

	Clutha Health First recognises the special relationship between Māori and the Crown and has an understanding of the articles/principles of the Treaty of Waitangi.
As an employee you will be required to develop an understanding of the cultural concepts, values and tikanga that might affect the well being of Māori patients.



	Health and Safety

	Clutha Health First is committed to achieving the highest level of health and safety for its staff.  All employees are expected to take initiative and identify, report and resolve issues that may cause harm to themselves or others in the organisation.  As an employee of Clutha Health First, the health and safety of clients, patients and colleagues, as well as your own, are your responsibility.  You are expected to work safely at all times, and to actively participate in the health and safety programs.  It is expected that you will report all accidents or potential hazards to your manager.

Clutha Health First employees will participate in and comply with the requirements of the Health & Safety at Work Act 2015 plus amendments and associated CHF procedures.

Work practices ensure safety for self and others
Advice or assistance is sought before commencing an unfamiliar work practice
Hazards are identified, control plans documented, hazards eliminated, minimised or isolated.
Comply with Clutha Health First incident reporting and Health & Safety policy
Emergency management procedures and compulsory/compliance education and training completed.



	[bookmark: _Hlk103006488]Quality and Risk

	Clutha Health First is committed to continuous quality improvement.  Our focus is to improve our practice and the quality of care received by patients. Our goal is to embed continuous improvement in our daily activities, by focusing on improving systems and processes, enhancing our communication with other health providers and increasing consumer involvement. 




	
Changes to Position Description

	From time to time, it may be necessary to consider changes to the position description in response to the changing nature of our work environment – including technological requirements or statutory changes.  This Position Description may be reviewed as part of the preparation for your annual performance and development review.
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