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Schedule A 

 

INTERNATIONAL ASSOCIATION OF SCHOOL LIBRARIANSHIP (IASL) 

SECRETARIAT ROLES AND RESPONSIBILITIES 

 

The Secretariat shall be headed by an Executive Director (or similar title), and shall be 

responsible for providing services to the association as outlined below: 

 

I. Association Management 

1. Work closely with the President, Executive Committee and the Board of Directors 

to develop a coherent, effective and efficient program in line with the vision, 

mission and objectives of the association. 

 

II. Office Management 

1. Provide an office for the receipt of mail, courier packages, telephone calls, and 

occasional visitors. 

2. Maintain current letterhead, related stationery, and office supplies. 

3. Provide storage space for legal documents, financial records, membership 

information, and selected publications up to a specified period, and arrange to 

transfer old documents to archives.  

 

III. Communication Services 

1. To provide at minimum the following communication services: 

a. Email: one general email address for IASL business, and individual addresses 

as appropriate.  

b. Phone: telephone coverage during regular office hours five days a week, and 

voice mail at other times. 

c.   Fax:  a fax line for the association. 

2. Respond to all routine email messages within one working day of receipt, to 

phone calls, voice mails and faxes by the next working day, and to postal mail 

within five working days. 

3. Forward non-routine communication messages to the President or other 

appropriate officer within one working day of receipt. 

4. Work closely with the Information Coordinator on matters related to the 

dissemination of information via print, electronic or social media.  

 

IV. Membership Services 

1. Maintain a comprehensive membership database of all members, update database 

regularly, process payments, respond to enquiries, and send information to new 

members. The database should be compatible with commonly used programs 

(IASL currently uses Wild Apricot membership software). 

2. Maintain current membership information and application form in print and 

electronic (web-based) format. 
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3. Mail membership receipt and letter of welcome to all new members. 

4. Undertake routine correspondence with members, and refer non-routine matters 

to the President or relevant Board member. 

5. Provide membership information periodically to Board members, including 

annual statistical report, membership renewal efforts and outcomes, and list of 

lapsed members. 

6. Mail at least two membership renewal notices to members  

7. Provide one renewal notice to lapsed members after one year. 

 

V. Financial Management Services 

(The financial year of the association runs from January 1 to December 31) 

1. Process, record and deposit income from members’ dues, subscriptions, royalties, 

and other sources for the association; pay all bills with approval of Treasurer. 

2. Provide banking services for the association 

3. Provide credit card facilities for receipt of payments 

4. Assist the Treasurer in budget development, and maintain an accurate account of 

income and expenditure. 

5. Provide, or contract, professional accounting services, including investment 

management and audit services, and arrange for annual audit. 

6. Send copies of monthly bank statements to Treasurer as statement of information 

7. Send quarterly financial statements to Treasurer for approval and distribution. 

8. Forward quarterly reports specific to association’s journal, newsletter and website 

to Treasurer for approval and distribution. 

9. Ensure reimbursements of out-of-pocket expense to officers have been approved 

by the Treasurer. 

10. Ensure over-budget expenses have been approved by the President and the 

Treasurer before payment 

11. Invoice companies advertising in IASL publications or website. 

12. Provide forms and receipt facilities for annual auction.  

13. Support sponsorship efforts of the association. 

 

VI. Management of Annual General Meetings, Board Meetings, and Executive 

meetings 

1. Annual General Meeting (normally held during the annual conference): Assist the 

President in the preparation of the agenda, ensure that facilities are ready for the 

meeting, provide advice and information as necessary, and take minutes. 

2. Board Meetings (held during the annual conference, and online 3 – 4 times a 

year): Assist the President in the preparation of the agenda, ensure that online 

facilities and resources are ready for the meeting, provide advice and information 

as necessary, and take minutes. Maintain a record of online meeting posts for a 

specific period. 

3. Executive Meetings: (held during the annual conference, and online 3 – 4 times a 

year): Assist the President in the preparation of the agenda, ensure that online 

facilities and resources are ready for the meeting, provide advice and information 
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as necessary, and take minutes. Maintain a record of online meeting posts for a 

specific period. 

4. Maintain records of agendas, minutes, motions, and policy decisions of all 

meetings. 

5. Maintain records of Committee and Special Interest Group (SIG) meetings, as 

submitted.  

 

VII. Assistance with Management of Conferences 

1. Negotiate conference contract, and ensure final contract for annual conference is 

signed by the host organizing committee representative and IASL President. 

2. Maintain a copy of current conference contract. 

3. Maintain a current copy Conference Planning Manual. 

4. Assist conference hosts in compliance with Conference Planning Manual. 

5. Arrange for association booth at conference, provide display materials, and 

manage booth during the conference. 

6. Assist with membership recruitment and renewal during conference, including 

collection of dues.  

7. Assist with auction during conference, including secure transmission/deposit of 

funds to association’s bank account. 

8. Assist with publicity of regional conferences.  

 

VIII. Publications Management  

1. Work closely with Newsletter Editor, Journal Editor and Conference hosts on 

matters related to publications. 

2. Provide report on Secretariat activities for Newsletter (currently published 

quarterly). 

3. Receive orders for IASL publications and respond in a timely manner. 

4. Forward back issue orders to the appropriate distributor 

5. Correspond with clients concerning shipping, receipt and payment 

6. Maintain single copy archive of Newsletter, School Libraries Worldwide, annual 

conference reports and any other publications. 

7. Process copyright permission requests, where relevant. 

8. Assist in the distribution of press releases. 

 

IX. Website Management (may be outsourced)  

(The association’s current website is at  http://www.iasl-online.org/ ) 

1. Ensure domain name and hosting are current. 

2. Liaise with ISP, Web Manager and appropriate Executive member on matters 

related to website. 

3. Assist in the development of content for the association’s web presence. 

4. Assist in provision of forms and standard documents for administrative purposes, 

e.g. membership forms, renewals, reimbursements, voting forms, etc. 

5. Provide information for register of office holders, term of office and year of re-

election. 

http://www.iasl-online.org/
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6. Ensure website functionality through the use of current web technologies, and 

perform necessary software updates. 

7. Monitor, assess, and periodically report to the Board on website metrics, content 

and performance. 

8. Make timely backups of the web content, and ensure older web-based information 

is archived for reference. 

 

X. Promotion and Publicity 

1. Provide membership and awards forms for display at IASL and other conferences. 

2. Provide sample copies of publications for displays at IASL and other conferences 

 

XI. Awards Management 

1. Liaise with the Chairperson of the Awards Committee for the annual update of the 

Awards forms. 

2. Transfer funds for awards for distribution in award recipients. 

3. Provide copies of awards forms on request. 

4. Receive all applications, review applications against awards criteria, forward 

qualifying applications to Awards Committee 

5. Maintain records of awards recipients 

6. Forward letters concerning award decisions to applicants (written by the Chair of 

the Awards Committee) 

7. Prepare award certificate (in liaison with the Chair of the Awards Committee) 

8. Forward Press Releases to identified interested publications and organisation 

(written by Chair of the Awards Committee) 

 

XII. Constitutional and Other Legal Requirements 

1. Attend to the processing and submitting of incorporation documents and other 

legal requirements. 

2. Monitor and review IASL’s Constitution and By-Laws 

3. Receive and collate ballot for elections and constitution changes 

4. Receive and forward proxy votes for the annual general meeting 

5. Forward appropriate documents to archives after three years 

6. Maintain register of office holders, term of office and year of re-election. 

7. Have access to legal services as requested and necessary (fees to be paid by IASL) 

 

XIII. Reporting 

1. Provide an annual report to Executive Committee by June 1 to inform annual 

review. 

 

XIV. Other Roles and Responsibilities  

1. Other roles and responsibilities, as may be mutually agreed upon.  

This schedule defines the regular expected activities. IASL also expects the 

Secretariat to perform general minor activities not specifically defined herein. 

---------- 


