
 

 

Success Profile ʹ ASM ʹ Secretary of the Board of Directors 
 
A Success Profile identifies the kind of talent needed to achieve the business objectives and strategies. Given 
ASM’s priorities, culture, and values, this success profile defines the kinds of individual needed in the role that 
will drive organizational success. 
 
Terms 
The Secretary is selected for a three-year term and may serve a second three-year term, in a second election 
where the incumbent can run unopposed if the Nominating Committee and the Board so choose. 
 
Strategic context 
The Secretary assists the President and is a member of the Executive Committee of the Board of Directors. The 
Secretary oversees the accurate and faithful recording of the minutes of all meetings of the Board and of the 
Meetings of the Membership. The Secretary is also responsible for coordinating the CEO’s annual performance 
review, which is carried out by the Executive Committee of the Board. The Secretary also provides continuity of 
service and experience among the volunteer Officers and works closely with the CEO to ensure timely appointments 
of volunteer to various committees and ensure transmittal to ASM Archives of records of archival or historical value. 
The Secretary serves as a resource for information on the Society’s Bylaws and adherence to policies and procedures 
of the Society and Board.   
  
Like any Board member, the Secretary does not represent specific constituencies, but rather the whole Society.  
Being nominated to serve as Secretary is a high honor and privilege, but one that carries with it the responsibility to 
serve the interests of ASM, its members, and stakeholders to accomplish the organization’s mission. The Secretary 
should conduct themselves and perform their duties in an exemplary fashion, commensurate with the position of 
leadership they cover. In addition, like all Board members, the Secretary abides to key legal duties, as defined in the 
DC Code of Law—the duties of care, loyalty, and obedience. The Secretary has basic responsibilities that derive from 
these duties, which include the following:  
 

¶ To support the mission and purpose of ASM and to abide by its policies; 

¶ To be diligent in attending, preparing for, and participating in Board meetings and related activities on behalf 
of ASM; 

¶ To ensure that the financial affairs of ASM are, to the best of the Board member's knowledge, managed 
responsibly and prudently; 

¶ To always act in good faith and in the best interests of ASM and not in the interest of a specific constituency, 
interest group, or individual; and 

¶ To maintain the confidentiality of sensitive, privileged, or proprietary information obtained because of Board 
service. 

 
The Secretary must also recognize that the Board acts only as a collective body. While individual opinions and dissent 
are greatly cherished and encouraged at the time of discussion and during the decision-making process, the board 
members speak with one voice once the Board makes a decision. Therefore, success depend
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¶ Relationship building and communications 

¶ Integrity 

¶ Initiative 

¶ Sound decision-making ability 

¶ Commitment to open and honest communication 

¶ Confidentiality on sensitive matters and where needed 
 
 
 

 

1 Member in Good Standing. A Member in Good Standing is defined as any member who has paid his or 
her current dues or who is designated as a certified Global Outreach, Emeritus, or Honorary member. A 
Member in Good Standing, including dues-paying and honorific Academy Fellows, must further abide

 

 

 

     

 


