
 

WMS Secretary role description

 

Role overview 

The Secretary of the World Muscle Society plays a key role in upholding its administrative 
integrity and ensuring effective governance. As a member of the Executive Board (and a trustee 
of the WMS), the Secretary is responsible for maintaining strong engagement with the Society’s 
membership and relevant external organisations, while ensuring alignment with its mission to 
advance the science and care of neuromuscular disorders. 

Role description 

In addition to the general responsibilities of a trustee, the Secretary will: 

• Have regular management calls or meetings with the Executive Officers and the WMS 
Secretariat. 

• Oversee the membership process and development of the online grant application system. 
Work with the WMS Secretariat and membership system provider to review and deal with 
new and renewal applications and approvals, welcome new members, deal with queries 
and produce and share reports.  

• Regularly review the WMS website in partnership with the WMS Secretariat, Website 
Manager and Website Committee. 

• Be a Director of WMS Congress Ltd. 

• Represent the Society at the annual Congress, sponsors meeting, General Assembly, 
Executive Board meetings and Programme Committee meetings. 

• Respond to queries from the WMS Secretariat concerning patients, external events, 
Congress registrations, membership and other queries as they arise. 

• Check that Executive Board and Committee members have carried out actions agreed at 
previous meetings. 

Person specification 

• a commitment to the organisation 
• a willingness to devote the necessary time and effort 
• strategic vision 
• good, independent judgement 
• an ability to think creatively 
• a willingness to speak their mind 
• an ability to consider all perspectives 
• an understanding and acceptance of the legal duties, responsibilities and liabilities of 

trusteeship 
• an ability to work effectively as a member of a team 
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In addition, the Secretary should have the following qualities: 

• good organisational abilities 
• knowledge or experience of committee procedures 
• tact and diplomacy  
• international cultural awareness 
• good communication and interpersonal skills  
• impartiality, fairness and the ability to respect confidences 
 
 


