ICOSI

Provisional Job Zascrigticn Zz- the Secretary General and other
ICOS!I S:aff

Initially iz is envisegeZ that the ICOSI Secretariat will com-
prise a Secretary General, with an Administrative Officer in support,
together with an Information Oificer.

(i) SECRETARY GENERAL

The Secre:ary Generzal is responsible to the Chairman cf

the Executive Commitiee. The Secretary General is respon-
sible for ensuring tha: zarticular decisions are implemented
and for rezorting proecress on them. He will also be respon~
sible for cc-ordinating the activities of the ICOSI Working
Parties anc task forces.

. Responsibiiitv to the Bcard

- The Secretary Genera! will~act as Secretary to the Boafd of
Governors znd will heve specific responsibilities which will
include:
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"{a) arrancements fcr Zoard meetings
- - (b) drawing up agencs
(c) prepe-zuion and cistribution of minutes.

r

 Responsibilizv io the Exscutive Committee

The Secretzry Generea! wwill report to that Commizttee for

specific resonsibilites associated with the powers delegated
- to the Committee by the Beard of Governors. The Secretary

General's raspensibilities will include, for example:

(a) the efiizient admiristration of all aspects of the
Secretariat.

(b) ensuring that the nzeds of the members of the
Executive Commitize and other sub-committees aré
served effectively.
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(c) in consultation with the members of the Executive c_:_
" Commi:ee, develczing policies and initiatives to o
further the interes:s of ICOSI. ~
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(d) Monitoring the progress of agreed programmes
which are carried out 5y ICOSI members through
national trade associations, where appropriate.

(e) Providing satisfactory means of communication
between ICCSI and its member crganisations,
national trade associazions and, when required,
between ICCSI and outside bodies such as WHO,
UICC, EEC Commission.

(f) Acting, when required, as a spokesman for ICOSI

He will make arrangements to ensure that state-
ments and publications issued by, cr on behalf of,
ICQCEI, are cleared from both the legal and scientific
standpoints and reflect the position of the members.

(g) Controlling and directing on beaalf of the industry,
certain agreed central functions such as research,
and engaging and supervising the activities of
approrriate outside agancies.

«~ Age is not important although it is nct envisaged that the selected
candicz:z will be over 33.

Whilst working experience in the tcbacco incusiry would be an
advantzge, it is not considered to be a pre-reqguisite for the
appointmant. Careiul consideration will be given to all those
with the agpropriate administrative and executive and possibly
political experience at senior leveis whether in the private or
the pritlic sector.

English will be the working language of the organisation and the
Secretariat. Knowledge of, or ifluency in other European languages
such as German, Spanish and French will be an advantage for the
Secretary 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.
(1t is suggested that specialist advice be taken so that the Board has_

the best availakle information when a decision is taken on the precise
terms and conditions of the contract of employment for the Secretary
General).

Procedure of Selection

The nominated recruitment agency will be required to draft a
detailed job description and thereafter to provide a list of suitable
candidates for interview by the Executive Committee whose
members will make the final sdection in the normal way.

The recruitment srocess must be completed before September 30
1978. .

i) ADMINISTRATIVE OFFICER

It is noted that the Administrative Officer and the Infcrmation
Officer should tcgethar provide the ICOSI Secretariat with a2
capakility in English, French, German and Spanish.

Answering to the Secretary General, the Administrative
Officer will be responsible for those tasks delegated to
him by his superier. They will include:

{2) assistance with the day to day administration of the
Secretariar,

{b) deputising for the Secretary General in his absence;

(¢) ensuring that minutes of meetings are taken and
distributed promptly;

(d) providing the link between the ICOSI Secretariat
and member bodies, and between ICOSI and
. outside organisations;

(e) establishing and maintaining an efficient office
organisation; :

(f) maintaining accurate financial recsrds, in
colleboration with ICOSI's financial advisers.
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(iii) INFORMATION OFFICER

The role ¢f the Information Officer, who will be responsible
to the Secretary General, will be to:

{(a) provide a communicaticns link between the
Secretariat and ICOSI member companies,
, between ICOSI and the national trade associations,
J : and between ICOSI and outside organisations including
the public;
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(b) establish and maintain z library of written,
photcgraphic and recorded information
principally in the area of public smcking
issves; he will however maintain on-going
links with other library centres, i.e. within
ICCSI member companiss, Governments, etc;

)

(c) advise the Secretary Geperal on communication -
programmes linking ICCSI with its various
audiences and implement activities which have
been agresd by the Executive Committee;

(d) set up means by which ICOSI can moritor within
naticnal governments anc other bodies those
decisions which have a bearing upon the werk
of ICOSI and its members.
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