
 
 
 
 
 

 

EXECUTIVE BOARD SECRETARY 
RainbowYOUTH fosters a safe, inclusive, whānau environment for queer and gender 
diverse youth and their wider community. We are a youth-led, youth-run organisation that 
values and respects the diversity and opinions of peoples everywhere. We are committed 
to honouring our obligations under Te Tiriti o Waitangi. RainbowYOUTH’s vision is that all 
young people thrive in Aotearoa, he waka eke noa (a waka we are all in together, without 
exception). Our mission is to create social change by providing information, advocacy and 
support for queer, gender diverse and intersex young people, their friends, whānau and 
wider communities. 
 
We are a close-knit team who enjoy working together and supporting each other, in a fun 
(and often fast-paced!) working environment. We are passionate about empowering and 
uplifting queer and gender diverse young people, as well as working to dismantle the 
barriers they face in our society. 
 

1. ROLE DETAILS: 

Position title:  Executive Board Secretary 

Hours:  ~8 hours per month, plus 1-2 annual strategy days 

Reimbursement of 
expenses: 

$40 per Board meeting attended 
Note: Reimbursement is subject to approval by membership at AGM at end of 
Board term 

 
 

2. ROLE OVERVIEW: 

As an Executive Board Member you are legally responsible for the overall sustainability and safety of 
the organisation. As part of a team of eight young people, you are tasked with: 

● Championing the vision, mission and values of RainbowYOUTH 
● Leading the strategic direction of RainbowYOUTH 
● Employing and managing the Executive Director 
● Interacting with other Board members, members and staff to create an environment in line 

with RainbowYOUTH’s values 
● Providing input on issues that affect the organisation, consulting with members and the 

community where required 
● Managing any risk that RainbowYOUTH is exposed to and working to mitigate and minimise 

the risk 
 
RainbowYOUTH is committed to the development and growth of our team members. As part of this 



 
 
 
 
 

role you will be offered professional development opportunities and supported to pursue projects 
that you are personally passionate about. 
 
For more information about your obligations as a Board member, see the RY Governance Policy and 
the Charities Services ‘officer kit’. 

 
 

3. ROLE RESPONSIBILITIES: 

Description  Key outcomes  Time allocation 

Strategy development and oversight 
● Develop the strategic direction of 

RainbowYOUTH 
● Attend annual strategy day(s) 
● Monitor the delivery of the strategy 

and annual plan 
● Staying up to date and informed of 

the broader charity and rainbow 
community environment in which 
RainbowYOUTH operates to ensure 
that our strategic direction and 
goals remain relevant and 
achievable 

● RainbowYOUTH has an 
ambitious and exciting 
strategy that is relevant to 
the communities we aim 
to serve 

● The Executive Director 
and staff team are 
enabled to deliver the 
strategy effectively 

One strategy day per 
year, monthly 
monitoring through 
the Board meetings. 
There will be an 
additional strategy 
day every three 
years to develop the 
three year strategy. 

Monthly Board meetings 
● Attend monthly Board meetings 
● Read all reports and information 

sent to the Board in advance of the 
meeting 

● Monitor all incident reporting and 
Health and Safety within the 
organisation 

● Monitor the financial position of 
RainbowYOUTH 

● Take notes and prepare minutes for 
each meeting 

● Track attendance at meetings and 
note apologies 

● Prepare and circulate meeting 
agenda 

● Risk is managed 
appropriately with all 
decision making 

● Health and safety 
obligations are upheld by 
RainbowYOUTH 

● There are accurate 
records of meetings, 
which are circulated in a 
timely manner 

Monthly three and a 
half (3.5) hour 
meetings 
 
Approximately one 
to two (1-2) hours 
monthly pre-reading 
for Board meeting 
 
Approximately three 
(3) hours per month 
preparing minutes 
and agenda 

Organisational governance 
● Risk management 

● RainbowYOUTH meets all 
legal and financial 

N/A - part of other 
time allocation 

https://docs.google.com/document/d/1OzIdozH7SKvYMuJ9tzFpALMuWCiSb0Q7PDIF77KQyCY/edit
https://www.charities.govt.nz/im-a-registered-charity/officer-information/officer-kit/


 
 
 
 
 

● Ensuring RainbowYOUTH meets all 
legal and financial obligations 

● Adhere to organisational policy and 
procedures 

obligations 
● Risk is managed 

effectively 

 
 

4. SKILLS AND EXPERIENCE REQUIRED 

● Commitment to RainbowYOUTH vision, mission and values 
● Eligible to be a member of RainbowYOUTH (as outlined in the constitution) 
● Willingness to learn and develop governance skills 
● Interpersonal skills and ability to work well with a team 
● Writing skills and ability to synthesise information and present it in a concise manner 
● Ability to balance accurate recording of minutes, while contributing to board discussions. 

 

 
RainbowYOUTH is an inclusive employer and we value diversity. Applications will be 
considered regardless of ethnicity, religion, gender, sexuality, physical or mental ability. 
Work hours and locations can also be flexible. 
 


