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Job description 

Board Secretariat Manager / Paralegal of IMS Foundation 

The Irène M. Staehelin Foundation (IMSF) was established in 2020 to fulfil the vision of its benefactor, 
Irène M. Staehelin-Schindler, to work on the challenges of our times, focusing its work on four major 
areas: 

• humanitarian causes; 
• human rights and women’s rights; 
• development assistance; 
• preservation of nature and conservation of species. 

The IMS Foundation mission is to become a significant force for good at a time of enormous change and 
opportunity through a substantial endowment to be spent down in 25 years. 

To implement its strategy and support to organizations, the foundation will employ a small staff of 
between 10-15 people. 

II Introduction to the position of Board Secretariat Manager / Paralegal 

The newly created Irène M. Staehelin Foundation is looking for a highly motivated, experienced and 
hands-on Board Secretariat Manager / Paralegal, who wants to contribute to development and 
functioning of an institution at the service of the neediest, that differentiates itself from all others. 

This role will support the IMSF board and CEO in all aspects of their responsibilities and be at the 
intersection between the legal, organisational, managerial and visionary work of the foundation. 

Under the direct supervision of the IMSF CEO, s/he is responsible for ensuring that accurate and 
sufficient documentation exists to meet legal requirements, and to enable authorized persons to 
determine when, how, and by whom the board's business was conducted. The Board Secretariat 
Manager / Paralegal will combine these responsibilities with a general support role; in the coordination 
of the IMSF office, including facilities and IT and with the set up and administration of a human 
resources system. 

To fulfill these responsibilities, and subject to the organization's articles and bylaws, the Board 
Secretariat Manager / Paralegal proposes policies and practices, submits various reports to the board, 
records minutes of meetings, ensures their accuracy, and availability, fulfills any other requirements of a 
board member and the CEO, and performs other duties as the need arises. Since the foundation is 
recently established, this job description will be subject to variation in the coming years, reflecting the 
responsibilities and tasks linked to different stages of development of IMSF. 
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III Skills and Competencies 

The IMSF Board Secretariat Manager / Paralegal needs to be a generalist when it comes to the mission 
of the Foundation and a specialist when it comes to assuring legal compliance, transparent and 
accountable operations, and smooth functioning of IMSF. The incumbent needs to combine the tasks of 
secretary to the board, with assistant to the CEO and office manager for the foundation. 

Qualities needed are flexibility, strong communication skills, planning, a keen eye for detail and 
administrative work, plus the ability to prioritize tasks. 

A legal background or legal knowledge and 5-10 years’ experience in a similar role are preferred. 

A very good knowledge of German is required. 

The foundation is looking for a motivated and people-oriented person. Somebody who is accessible and 
emphatic with high integrity. A self-starter with resilience, who is flexible but also brings structure. 

IV Detailed Job description: Board Secretariat Manager / Paralegal of IMS 

Foundation 

1. Job Title 

Board Secretariat Manager / Paralegal 80 – 100% 
 

2. Immediate Supervisor 

CEO of IMS foundation 
 

3. Main duties 

- Ensure formal compliance of IMSF with laws, articles of incorporation, regulations and 

others 

- Support the Chairman of the Board in assuring effective functioning of the board 

- Support the CEO in execution of daily management of the foundation  

- Management of the IMS Foundation Office 
 

4. Specific responsibilities  

- The post holder is responsible for completeness and accuracy of the minutes drawn up by 

him/her in the board meetings, committee meetings and others 

- The post holder is responsible for the completeness and accuracy of entries in the relevant 

commercial register 

- The post holder has the right of access and can inspect all company records and documents 

in preparation for a board meeting as part of her/his duties. 
 

5. Other Responsibilities and tasks 

- Provide a service to all members of the board in connection to their roles. 

- Support the Chairman and CEO in all aspects of their responsibilities. 
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- Compile and manage company files (articles of incorporation, regulations, minutes, 

/quarterly/monthly reports and annual reports, etc.). 

- Assist with the preparation and amendment of organizational regulations, allocation of 

authority document, corporate governance and risk management guidelines, strategy of the 

foundation, grant management system etc. 

- Prepare invitations to board meetings and the AGM, in consultation with the CEO and 

ultimately the chairperson of the board. 

- Create and update the pending items/open issues list for the board of directors and the 

executive management. 

- Compile and update and deliver a meetings folder for board meetings, containing all the 

necessary documents enabling members of the board to effectively carry out their duties for 

meetings, retreats, country visits, etc. 

- Reserve and organize premises, technical facilities for board meetings, the retreats, 

project/country visits and other meetings in consultation with the CEO and chairman. 

- Apply for registration of changes and deletions in the commercial register. 

- Coordinate the process, design, and content of the annual report, and contribute to its 

content in particularly in the areas on corporate governance and compliance. 

- Monitor any changes in legislation or law, as necessary and helpful for the board’s ability to 

exercise their duties. 

- Assist in the set up and support of the management (drafting and review of contracts, terms 

and conditions) to the extent required by the board members and the executive 

management. 

- Coordinate (annual) reporting to auditors. 

- Assist the CEO in applying HR processes including the responsibility for managing personal 

files and planning annual HR performance meetings. 

- Coordinate office management and facilities, including rental contracts, managing suppliers 

for IT, printing, or office supplies. 

 

6. What we offer 

A unique opportunity to be part of a small team that builds a new foundation with a 

considerable endowment. To make a difference for those most in need in the global South, 

while having ample opportunities to develop yourself and learn new skills and competencies. 

We offer a flexible working environment where you in collaboration with the team can find the 

right work-life balance, combining working in the office with remote working. A salary and 

secondary benefits that are commensurate with the position. 
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Have we awakened your interest? If you largely meet the profile requirements, we look forward to 

receiving your complete application documents, including salary expectations via this link. 

A complete application contains: 

• an application letter in English (not more than 3500 characters, to be inserted in the pop-up 

window when you click on 'apply'); 

• a CV in English; 

• diplomas and work certificates (to be uploaded in the documents section of your profile) 

cinfo oversees the pre-selection process. If you have any questions about the application, please 

contact recruitment@cinfo.ch. 

https://jobboard.cinfo.ch/job/view-job.php?id=45634&job_id=45634
mailto:recruitment@cinfo.ch

