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Job Description of a Secretary General
of an Association of Entrepreneurs

	objeCtives and tasks
	Explanations and examples

	a)
objective of the Postition

	Management of the association in the way that

· it reaches its goals in the area of representation of its interests (lobby) and the production of services for its members;

· it develops permanently in the direction of a convincing, prestigious institution, which works efficiently by reaching its goals in order to contribute to 

–
the economic and technical development of its member companies

–
the social-economic development of the community.
	· The objective of the position contains targets for the SG, which permit to measure his performance, productivity and efficiency.

	b)
Tasks

	1
General Tasks

	1.1
Consult and advise the president, the board of directors and all other organs concerning all important developments for the association and its members.
	· An association is a company whose products are representation of interests (lobby) and services for the members. Consequently this company has to be managed by executives with the spirit and the behaviour of  an entrepreneur. The SG has to initiate and defend in an active form the interests of the institution as well as of the members by proposing and implementing measurements and activities. He has a creative job and shouldn’t just wait passively for decisions and instructions of the president.

· To consult and to advise the Board of Directors is to be understood:

– 
Identification of important events and developments for the association;

– 
Analysis of the these events (causes / effects);

– 
Development of alternative solutions and activities including the consequences under the aspect of advantages and disadvantage;

– 
Elaboration of proposals recommendations, etc.

	1.2
Execute actions decided by the organs of the association and inform permanently about the ongoing activities.
	

	1.3
Develop and execute permanently together with other responsible officials / members activities in order to gain more companies as members for the association.
	· It is a task and responsibility of the SG to permanently recruit new members, to develop and implement strategies of marketing (Observation: entrepreneurs want to be invited and convinced of the importance of their participation in the association. Therefore it is necessary that he is able to show the advantages and services of the association for them and the honour to have them as members.)

	1.4
Co-ordinate and organise meetings and other events.
	· Example : Meetings of the board of directors, members, working groups, etc.

	1.5
Implement activities, which guarantee a stable financial situation of the association.
	· For the development of an association – extend and qualify its services and lobby – it is necessary to increase its income (membership fees and other resources).

	1.6
Visit member companies frequently in order to know them and their situation and to deepen the relationship with the owners.
	· The SG has to know the member companies, their products and their problems. If he doesn’t know them, he will be accepted by the entrepreneurs as a relevant person and partner with difficulty.

	1.7
Upgrade train himself permanently in all areas, which are important for the association and its members (organisation, methodologies, administration, law, taxes, technology etc.)
	· A SG will gain influence (personal authority and credibility) only, if he is able to talk with the members about their work, interests and problems in an adequate language (language of the entrepreneurs). That’s why he permanently needs information and further training to become a generalist about business and eventually specialist in certain fields.

	2
Task in the area of Lobby

	2.1
Observe and analyse the political, economic and social environment of the association on all levels (town, state, nation-wide, international).
	· The SG has to keep himself up to date about opinions and debates, which surge in the political and economic fields. He has to evaluate possible consequences for the association and its members in order to initiate discussions and the formation of opinions of the institution.

	2.2
Inform and advise the organs of the association about eventual measurement which has to be taken on the political level.
	· Example : A training institution doesn’t want to offer courses for auto-mecha​nics any longer. It is a task of the SG to inform the board of directors and to elaborate proposals on how to reverse that intention.

	2.3
Initiate, co-ordinate, organise and execute activities in co-operation with the respective organs of the association.
	· Example : Initiate and prepare discussions about tax politics of Government.

	2.4
Initiate, co-ordinate, organise and execute together with the president activities in the field of public relations (bulletin, press release, journal, interview, etc.).
	· Public relations serve to inform, to define opinions and to influence members, public political and economic institutions and others as well as the public in general. This is a fundamental task of the SG. If the PR doesn’t function the association remains without results.

	2.5
Represent and present the association in accordance with the president in other bodies and during events.
	· This is relevant especially in working meetings and meetings of commissions.

	3
Task in the area of offering services to the members

	3.1
Optimise the offered services and develop new services (information, further training, consultancy, support) which could be interesting and important for the development of the member companies.
	· It is a task of the SG to evaluate permanently whether the offered services are in accordance with the needs of the members and are executed in an efficient way and with quality. In addition he always has to keep “an eye on the market” in order to identify new services which are of interest and help to the members.

	3.2
Disseminate, co-ordinate and organise the offered services and evaluate permanently their quality and their effects.
	· It is a task of the SG to implement activities of marketing concerning the offered services.

	3.3
Co-operate with other institutions offering services to entrepreneurs and members.
	· This refers especially to training and skills up-grading institutions, other associations of entrepreneurs and other institutions working in the area of know how and technology of transfer.

	4
Task in the area of organisation and administration

	4.1
Organise and administrate the institution in accordance with economic and business criteria.
	· The financial means of the association always remain limited. That’s why the SG has always to maintain cost criteria and to take care of getting the maximum with a minimum of expenses.

	4.2
Lead and develop the staff of the association.
	· The degree of efficiency of the association depends very much of its management and leadership of its staff. Personnel is the decisive human capital of the association.

	4.3
Plan and execute adequate measurements in the staff area (recruitment, dismissal, change of tasks and responsibilities, further training and development).
	· Therefore one of the fundamental tasks of the SG is the management of the staff.

	C)
Right of decision taking in the financal and staff area

· In order to avoid insecurity and misunderstanding the rights and competencies of the SG should be well defined. The following points can be defined in different forms concerning content and form. Responsibility needs authority.

	1
The SG decides about payments up to xxx $.
	· Examples: investments, materials, travels, etc.

	2
The SG decides together with the treasurer / president about payments up to yyy $.
	

	3
The SG decides about the recruitment of staff and other personnel decisions concerning the staff area up to the level of secretaries.
	

	4
The SG decides together with the president about the recruitment of staff and other personnel decisions concerning the staff area up to the level of head of departments.
	

	D)
Hierarchy

	1
Superior: The SG leads the functionaries of the association. He has the authority to give orders and is responsible for the performance and efficiency of its staff.
	· Only the SG is permitted to give orders to subordinated staff members. If staff members get orders from the president or other members of the board of directors, the SG cannot be made responsible for the performance and the output of the team of functionaries any more.

	2
Subordinate: The superior of the SG is the president. Only he is authorised to give orders to him.
	· If the SG receives orders from different members of the board, the president cannot any longer make him responsible for his performance.

	e)
profile of the Secretary General

· The most important criteria is the personality of the SG (he needs an entrepreneurial spirit). Thereafter his education / training and his professional experiences are relevant. The key question is: does the candidate have such a personality and behaviour that he will be accepted by directors, member entrepreneurs and representatives of other institutions as a partner on the same level?

· The expectation is not, that the SG will dominate all areas of his work right away – “Perfect” candidates are never found on the market. The key question is: Does the candidate give the expectation and hope, that he will grow personally and professionally in a manner, that after a certain time he will be able to fill the post of the SG in an adequate quality?

	Personal Qualities
	Professional experiences

	· Will, interest and capability always to learn and to familiarises himself with new areas of work.

· Capability to grow personally and professionally into the job of a SG.

· Economic and political sensibility, observing the social-economic developments and consequently knowing how to define positions.

· Spirit orientated to goals and objectives (he knows to plan, decide, define priorities, evaluate, negotiate).

· Initiative (not remaining passive, letting others always take the first step).

· Creativity (always looking for new solutions and ideas).

· Good character, gaining credibility in front of small and big entrepreneurs.

· Capacity of communication.

· Constructive spirit – not negative.

· Capacity to convince always looking to conciliate diverging interests.

· Capacity to structure and organise the communication between members.

· Flexibility concerning time (working at night and at the weekends.

· Capacity to reflect, perceive the problems and interests of others, to react with constructive ideas in a way, that the partner is with the impression, that the SG understands his  position.

· Sociability (must know how to drink a beer)
	· Training in business administration, economics, law or technology.

· Professional practice for a couple of years in companies or other institutions.

· Experiences in leadership and motivation of staff.

· Knowledge and experiences in management, organisation and structuring working areas.

· Minimum age: about 35 years
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