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Thank you for considering joining the board of ISTTE. The following information is provided to guide the expectations of people serving as Secretary of the International Society of Travel & Tourism Educators. 

· Service Length: Secretary serves a two-year term. 
Note: The Secretary is elected in even-numbered years.
· Membership: Secretary must have been a member of the Society for at least one year before being elected.
· Primary Duties and Responsibilities: The Secretary is responsible for the maintenance of reports and records, including reports on the discussions at Board of Directors, Executive Committee, regular, and special business meetings, and meetings of the membership. The Secretary is elected and serves a term of two years. 
· Participation and Attendance: The Secretary is expected to be actively engaged and to attend board meetings.  If the Secretary is not able to attend meetings regularly may be removed from the position.

There are two major board meetings that the Secretary is expected to attend. They are:
· Annual Conference Board Meeting 
i. The Secretary is required to attend the annual ISTTE Conference at her/his/their own expense. 
ii. Conference registration will be 50% off, but room and airfare are her/his/their responsibility.
iii. The Secretary is required to arrive 1-2 days before the conference to attend board meetings.
· January Board Meeting – The Secretary is also required to attend the January Board Meeting. If the meeting is in person, ISTTE will pay for your room, based on a share basis, and for meals. If you prefer your own room, you will be responsible for paying half the room cost. Depending on the financial situation of ISTTE, the Secretary might be reimbursed for part of the travel expenses.

Under exceptional circumstances, such as during the pandemic, the modality of these meetings may change. The Secretary will be advised of any changes promptly. 

.
Next step 
 
When accepting the nomination for a position as Secretary, please complete the Candidate Bio Template and submit a recent photo to be posted on the ISTTE website for the election to the board. 


I accept the nomination and will perform all of these responsibilities and duties.





Nominee (Print Name)





Signature 									Date

By July 31, 2024, please email this signed form, completed bio template, and recent photo to Annamarie Sisson (a.sisson@napier.ac.uk), Chair of the ISTTE Election Committee. 
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