
ICOSI 

Provisional Job Zescripdon ix the Secretar); General and other 

Initially 1: is enviszg& *&at the ICOSI Secretariat will com- 
prise a Secretary General, \~+-th an Administrative Officer in support, 
together with an Iriormation Xficer. 

. W SECRJZ%R?- GEXERU 
. 

: 
The Secrerary Genera! is responsible to the Chairman of 
the Esecutive Commkee. The Secretary General is respon- 
sible for ezuring tha: particular decisions are implemented 
and for re_=ortiig progress on them. He will also be respon- 
sible for ca-ordina*&g the rctivities of the ICOSi Korking 
Parties azl task forces. 

ResoonsibiZtv to the See-rd 

- The Secre :ary General wilYact as Secretary to the Bo&I of 
Goveraorr ad wiil ha-.-e sscific responsibilities which will 
include : 

. (a) 2rracge.merits for ZoayZ meetings 
(b). drawi.-.; u? age!& 
(c ) preparation and i,is:ribution of minutes. 

Resoonsibil.irv to the %t:uttive Committee 

The S esrergy General.r\*ill report to that Committee for 
specific respnsibilites associated -with the powers delegated 

- to the Committee by the Bcar5 of Governors. Tine Secretary 
General’s rargcnsibilities kll include, for example: 

(a) the efiki em administration of all aspects of the 
Secretariat. 

ensuri?; that the xeeds of the members of the 
Executive Committee and o*Lher sub-committees ar& 
served effectively. 

in cons2tation wi<? the members of the Executive 
Commizee, develqing policies and initiatives to 
further l Lhe interests of ICOSI. 
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(d) 

(e> 

(0 Acting, when required, as a spokesman for ICOSI 

. 
(9) 

. 

- 2 - 

~Monitoring the progress of agreed programmes 
which are curie”, out by ICOSI members through 
national trade associations, where appropriate. 

Providing satisfactory means of communication 
between ICOSI and its member organisations, 
national trade associations 2nd: when required, 
between ICOSI and ourside bodies such as &HO, 
UiCC, EEC Commissioxi. 

He will make .Ciangerno,?tS to ensure that state- 
ments and publications issued by) cr on behalf of, 
ICOSI , are cleared from both the legal and scientific 
standpoints 2nd reflect the position of the members. 

Controlling 2nd d&e&rig on behalf of the industry, 
certain agreed central i-;?ctions s-uch as research 
2nd engaging and su~zising the activities of 

-3 

appropriate outside agencies. 

w Age is x:= impor*zn: albough it is 1x er,visaged rh2t the selected 
Ca&&:C will be over 55. 

bXlst working eqerience in tie tcbacco inhstry wouXd be an 
adv2ntage, it is not considered to be a pre-requisite for the 
ap-Wint.mext . Careful consideration will be given to all those 
with the as,ropriate administrative and esecudve and possibly 
politic21 esperience at senior levels whether in the private or 
the p'k:liC SeCtOi. 

English will be the working language of the organisation and the 
Secretzriat. Kno\<ledge of, or Iluewy in otier Suropean languages *. 
such 2s German, Spanish and French will be zn advantage for the 
Secret2ry General. 

He must be of a stature, experience and intelligence compatible 
with his work with Leaders of the international business community. 
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Contract 

It is envisaged that the initial contract of employment will be for 
a period of four years, after which the agreement will be renewable. 
(It is suggested *at specialist advice be taken so that the Board has. 
the best available information when a decision is taken on the precise 
terms and conditions of the contract of employment for the Secretary 
Generai). 

Procedure of Selection 

The nominated tec,ruitment agency will be required to draft a 
detailed job description and thereafter to provide a list of suitable 
candidates for interview by the EYxecutive Committee whose 
meabers will make the final selection in the normal way. 

The recruitment process mc~i be completed before September 30 
1978. -:. -.i: 

ii) AD.YIWIS?XVZVE OFlICEB 

- - It is noted that :he Administrative Officer and the Information 
Officer should tcgerher provide the ICOSI Secretariat with a 
ca-pabiiiry in English, French, German and Spanish. 

--wering to the Secretary General, the Administrative 
Officer wil> be responsible ior those tasks delegated to 
him by tis su>erior- They will include: 

(a> 

b) 
(c) 

Cd) 

(e) 

w 

assistance \*-ith the day to day administraiion of the 
Secretaria- - L? 

depudsing for the Secretary General in his absence; 

ersuring that minutes of mee-&gs are taken and 
distributed promptiy; /- 

providing the link between the ICOSI Secretariat 
and member bodies, and between ICOSI and 
outside organisations ; 

establishing and maintaining an efficient office 
organisation; 

maintainirq accurate financial records, in 
collaboration with ICOSI I s financial advisers. 

. . 
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(iii) IXFORXATXON OFFICE? 

Tne role cf the Wormadon Officer, who will be responsible 
to the Secretary General, will be to: 

(a) 

. 

b) 

(cl 

(d) 

pro\<de a communications link between the 
Secre’tiriat and ICOS’I member companies, 
between ICOSI and the national trade associations, 
and between ICOSI and outside orgnisations including 
the public ; 

establish and makain a library of written, 
photcgrashic and recorded information 
principally in the area of public smcking 
issues ; he 14ill however maintain on-going 
h!ks with other library centres , i. e . lrrithin 
ICOSI member comoanias I , Governments, etc ; 

advise ‘the Secretiry General on communication --ziG 
progsammes linking ICCSI with its various 
audiences and im$e.mex activities which have 
been agreed by the Executive Committee; 

ia: 122 meax by which ICOSI car2 monitor $t.hk 
* t se nancna, gove,rnrmenL~ ax ’ other bodies those 

decisions which kve a bear223 upon ibe wcrk 
of X2001 and i-d members. . 
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