Alcoholics Anonymous New Zealand General Service Conference
Position Description: Conference Secretary

The A.A. Preamble
Alcoholics Anonymous is a fellowship of people who share their experience, strength and hope with each other, that they may solve their common problem and help others to recover from alcoholism. The only requirement for membership is a desire to stop drinking. There are no dues or fees for AA membership; we are self-supporting through our own contributions. A.A. is not allied with any sect, denomination, politics, organization or institution; does not wish to engage in any controversy; neither endorses nor opposes any causes. Our primary purpose is to stay sober and help other alcoholics to achieve sobriety.

Our Mission
To serve the fellowship of A.A.

Our Principles
We strive to be our best, for the benefit of the fellowship of A.A. in New Zealand. In carrying out its purpose, the Conference:
a) Shall act in the service of the Fellowship of A.A. in New Zealand but shall not govern.
b) Shall be guided by the Three Legacies of A.A.
c) Shall reach its decisions by discussion and vote and, wherever possible, particularly in the case of important matters, by substantial agreement among its members. 

The role
This role provides administrative support to the General Service Conference, including recording of Conference Minutes, correspondence and document management.

Relationships
Regular contact with Conference Chair, Area Delegates and World Service Delegates.

Key Responsibilities
Conference
Attend the New Zealand General Service Conference (Conference_
Accurately record Conference minutes, key discussion points and motions. Record the mover, seconder and carried or lost
Record Board Advisory Actions as decided by Conference
Record Delegate action points as decided by Conference
When Conference is “In Committee” Minutes are not taken during this time. This is usually only during discussion of nominations for Board and Conference positions. The rationale for this is to allow a full discussion of the nominee’s suitability for the role
Upload a draft of the minutes to SharePoint with a DRAFT watermark, within six weeks of the close of Conference
Alert all Conference members via the Teams email, inviting comment
Conference agenda process
Attend and minute the online Conference Agenda Committee meetings. These meetings are approximately 4-6 weeks before Conference but may be called at other times if needed.
Upload the Agenda Committee minutes to SharePoint and alert the members of the committee
Prepare the Conference agenda in discussion with the Conference Chair, then upload this to SharePoint. Alert all Conference members
Remind all Conference members to upload reports to SharePoint at least one week before Conference
General administrative tasks
Keep an up-to-date contact list of all Conference members.
Check the confsec email regularly.
Pass on information and respond to emails.
Prepare a list of all correspondence. Upload this to SharePoint prior to the commencement of the Conference meeting.

Additional duties
Participate in Conference sub-committees where possible and decided by Conference.

Technical Skills and Experience
The Conference Secretary must be able to keep an accurate record of discussions and decisions made during the Conference. Good listening and discernment skills are needed.
A reasonable understanding of email systems as well as filing and storage in an online environment is necessary.
Knowledge of the Twelve Traditions and Twelve Concepts for World Service and familiarity with A.A. literature and the NZ A.A. Service Manual are useful.

Requirements For the Role
Service experience in a relevant administrative position.
Have at least five (5) years of continuous sobriety or have been a Class A Board member.
Have a genuine service interest, organizational ability and a knowledge and understanding of A.A.
Serve a three-year term commencing on the 1st of June and attending Conferences in April and October, presently held in Auckland.
Be available for any online Conference meetings.
Have access to a laptop for use at Conference.
Support the Conference Chair throughout the term of office. 

