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RESPONSIBILITIES 
 
The Local Secretary is the focal point in the administrative structure. A Local 
Secretary:  
 
1.  Knows his or her primary responsibility to serve the Local Organization 

and the President. 
 
2.  Possesses good writing skills and is succinct and articulate. 
 
3.  Understands the requirements of the local Constitution. 
 
4.  Has had some basic training in the art of letter writing. 
 
5.  Supervises all secretarial and printing tasks. 
 
6.  Comprehends fully the rules of meeting procedure. 
 
7.  Keeps the minutes of local meetings, reproduce them and sends them 

to the members as soon after a meeting as possible. 
 
8.  Establishes and maintains the filing system for correspondence, 

minutes, records and project information. 
 
9.  Prepares all agendas for local meetings and assists Board members 

with the preparation of subcommittee agendas. 
 
10.  Maintains an appointment calendar for the President and Board. 
 
11.  Keeps a close watch on the activities of the various Committees. 
 
12.  Follows up various meeting decisions and officer responsibilities. 
 
13.  Arranges for all types of elections and facilities for balloting. 
 
14.  Serves as the liaison officer between the Board members. 
 
15.  Sends reminders to those who have taken on tasks. 
 
16.  Arrives early at all meetings and functions to make an inspection. 
 
17.  Supervises the historical records of the Local Organization and 

updates them. 
 
18.  Maintains a decisions book and records the major decisions made at 

meetings and functions. Checks on progress made. 
 
19.  Attends as many different local meetings as possible to stay well 

informed about the activities so that he or she is able to keep the 
President informed about important issues. 

 
RECOMMENDATIONS 
 
Here are some suggestions for the five major areas of responsibility for the 
Secretary: 
 
1.  Service to the President. 
 

Work closely with the President, and keep him or her advised on all 
trends (e.g., membership, attendance, project participation, etc.). Maintain 
an advisory status between project Chairs and the President. Prepare the 
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The Local Secretary, in addition 
to possessing some secretarial 
ability and plenty of enthusiasm 
and initiative, carries out the 
major responsibility of the 
administration of the Local 
Organization.  
 
Because of the level of 
responsibility and potential for 
performance in the position, a 
year serving as Local Secretary 
can be one of the most 
rewarding you will have in JCI. 
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agendas and discuss them with the President, and 
be an efficient, competent and enthusiastic 
assistant to the Local President. 

 
2.  Service to the Board of Directors. 
 

Work closely with the Local Treasurer regarding 
correspondence, banking, receipts and 
miscellaneous activity. Provide secretarial 
assistance to all members of the Board, particularly 
the Vice Presidents. Help the Public Relations 
Director with communications efforts. Keep the 
Board files up to date, and provide timely reminders 
to Board members at when appropriate. 

 
3.  Service to the Membership. 
 

Always be available to answer questions from the 
membership; schedule all meetings and supervise 
all arrangements; send reminders to members; 
prepare a public display of the agendas (e-mail, 
website, etc.); make the minutes available to the 
membership (website, e-mail, etc.); make public the 
calendar of events; and keep all records accurate. 
 

4.  Communication, Correspondence. 
 

Correspondence is the chief public relations tool, 
so be prompt and conscientious about 
correspondence; ensure that official 
correspondence goes out on the Local 
Organization letterhead; follow up on various tasks; 
send timely reminders to people; maintain an 
effective contact with other Local Organizations, 
the National Organization headquarters, national 
officers, and JCI; and check that a membership 
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directory is regularly updated. 
 

5.  Maintenance of Records. 
 

Maintain all historical files, and update them as 
necessary. Supervise the maintenance of all 
membership records, and maintain the project 
records file and update as needed. Prepare record-
keeping guidelines for project Chairpeople. Keep all 
membership supplies, merchandise, office 
supplies, banners, gavel, creed, trophies, and set 
up any other records that will help to preserve a 
thriving and well-managed Local Organization. 
 

A Word of Advice. 
 
The list of activities may seem long and covering a 
wide area of responsibility. The Secretary is not 
responsible personally for carrying out all these tasks, 
but is to keep a careful watch over their progress. The 
Board will decide which officer or member must take 
actual responsibility for the task, and the Secretary is to 
make sure to keep a friendly eye on the person 
assigned the duty. 
 
SUMMARY 
 
The Local Secretary has to be the most versatile 
member of the Board of Directors. The Local 
Organization will rise and fall on the ability of the 
Secretary to guide the management process, and 
thereby lay the efficient groundwork upon which a lively 
and successful program can be based. 
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JCI Local Action Guides PHILOSOPHY 
 
JCI, like most organizations, has a set of rules, etiquette or norms that are 
used in ceremonies or events. But local norms are also considered, and they 
vary from one area to another. 
 
The term “protocol” has many meanings and connotations. For our purpose, 
we’ll say that protocol is “the generally-accepted code of etiquette and 
precedence within a particular group or entity.” In order words, it’s an 
expected and acceptable way of behaving in a given social situation. 

 
BASIC RULES 
 
A general rule of protocol is that the guest follows the rules of the house. 
 
Inform your guest about the appropriate dress code for the function, the 
suggested time of arrival, the point of entrance, where to park, who will greet 
the guest and where, persons to be introduced to the guest at the point of 
entrance, order of procession to the hall, seating arrangements, order of 
speeches, and order of departure after the event. 
 
In general, elected JCI officers rank higher than appointed officers. For 
example, an elected Executive Vice President ranks higher than an appointed 
Secretary General, Treasurer or General Legal Counsel. 
 
During official ceremonies, lower-ranking officers speak and are introduced 
before higher-ranking officers. If too many lower-ranking officers are present 
for all to be introduced, just mentioning their names will be enough to 
recognize their presence. 
 
PROTOCOL FOR SPEAKING 
 
Ensure that pronunciations and punctuation are correct. In general, lower-
ranking officers speak before higher-ranking officers, for instance: 
 
1. Local President 

 
2. National Board Member 

 
3. National President 

 
4. JCI Vice Presidents 

 
5. JCI Executive Committee Members 

 
6. Government officials 

 
7. JCI President 

 
8. Country’s president or head of state 
 
Remember: 
 
• To check the visiting officers’ titles, names of countries, etc., to make sure 

they are announced correctly. 
• To display national and organizational flags properly. 
• To recite the JCI Creed at the start of any official function or meeting. 
• To play the national anthem if necessary. 
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One of the most important 
highlights of a JCI year is the 
visit of an international officer to 
your Local or National 
organization. As you gear up to 
host international officers this 
year, we would like to share 
some ideas about protocol with 
you. 
 
Protocol is particularly important 
during official ceremonies and 
functions such as local and 
national meetings, receptions, 
hosting a JCI officer, JCI 
Conferences, World Congresses, 
etc.  
 
International protocol helps us 
deal with cultural differences in a 
formal manner. Just as each 
country may have its own 
protocol, so does each 
organization or company. 
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Protocol 
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PROTOCOL OF SEATING 
 
Seating arrangements are typically designed not just to 
honor an important guest or friend but also to enhance 
the flow of good conversation during dinner. 
 
At an informal dinner, a toast or grace may not be 
expected. In a formal dinner or ceremony, a grace, 
invocation or toast may be given to honor or celebrate 
a particular person or a significant event or date of the 
organization. 
 
It is customary to allow the main guest or VIP to make 
brief remarks or deliver a “message of greetings” just 
before dinner or immediately after.  
 
The host should have the last intervention with a “vote 
of thanks.” 
 
Gifts or presents may be exchanged before or after 
dinner. 
 
In most organizations, guests are seated according to 
rank or seniority.  
 
Emphasis should be to ensure that guests are placed in 
their proper seats. 
 
Proper salutations and recognition of important 
dignitaries in the room is also the norm. 
 

For seating arrangements, please note the following: 
 
• Important dignitaries, VIPs or high-ranking officers 

should be seated in the front row and low-ranking 
officers in the rows behind. 
 

• To avoid any confusion, seats can be reassigned 
with name cards placed on each seat or on back of 
the seat.  
 

• Foreign guests rank higher in order of seating than 
local guests. 
 

• Both husbands and wives are granted the same 
status as their higher-ranking spouses. Thus, if the 
host National or Local President is a married 
woman, her husband is seated according to her 
rank. 

 
SUMMARY 
 
Above all, recognize that people are different, and 
spend a little time building relationships and learning 
how people from other cultures think and behave. The 
world can then open up to you.  
 
As stated in our JCI Declaration of Principles, “…the 
brotherhood of man transcends the sovereignty of 
nations...” 
 



As of Jan. 13, 2017 

Resources Available for LO Secretaries: 
jci.cc – Official JCI Info 

(Under> JCI Info/ JCI Library) 

 OFFICIAL DOCUMENTS 

 PROGRAMS 

 TRAINING 

 PARTNERS 

 MARKETING 

 CORPORATE IDENTITY 

 

JCI Metro Area Website: 

jcimetroarea.org 

Under Resources: 
RESOURCES for LO Presidents and LO Secretaries 

 METRO AREA CALENDAR  

 Training Files 

 Local Training Director Appointment Letter 

 Training Needs Assessment 

 Training Plan Sample Form 

 Matters Related to JCI Philippines 

 Awards Site – JCI Philippines 

 JCIP Advantage Site 

 JCI Philippines Constitution 

 JCI Policy Manual 

 JCIP Circulars 

 eJCIPEA 

 How to Use E-JCIPEA (Presidents) 

 JCIPEA Program 2017 

 JCIPEA Template 2017 

 Matters involving jci.cc 

 Transferring jci.cc Presidency to the New 
President 

 

Resources for Presidents and LO Secretaries 
Password: epic2017 
 
eJCIPEA 

 How to Use E-JCIPEA (Presidents) 

 2017 Dropbox for Incoming Presidents 
Logos: 

 Strength in Unity Logo 

 Epic logo 

 Beyond Self Logo 

 JCI Metro Area 

 JCI Metro South 

 JCI Metro East 

 JCI Metro North 

 JCI Metro Rizal 

 2017 Tarp template - strength-in-unity-tarp 
 

 2017 JCIP PowerPoint template 
 

 Bank: Banco De Oro, Quezon Avenue-
Heroes Hills Branch, Quezon City. 

 Savings Acct. No. 2010251713 

 Acct. Name: Junior Chamber International 
Phils., Inc. 

 Metro Area Directory 
 

 


