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Detailed Job Responsibilities for the DNSO Secretariat v3

Listed below are the primary objectives to be accomplished by the DNSO Secretariat followed in each case by specific job responsibilities associated with those objectives.  These objectives and the related responsibilities are to be fulfilled under the direction of the DNSO Names Council through the Names Council Chair. Estimated time allocations are indicated as a guideline against the four principal objectives.

Objective # 1 (20%) : Ensure provision of logistical support for the daily functioning of the DNSO Names Council.

Specific Responsibilities

1. Prepare meeting schedules and agendas.

2. Arrange for meeting locations, teleconference calls, distribution of minutes, distribution of agendas.

3. Coordinate with responsible party to ensure ongoing support of the NC email lists such as council@dnso.org and nc-review@dnso.org where the list administrator subscribes and unsubscribes participants.

4. Communicate with NC members.

5. Develop communications to the DNSO and Internet communities.

6. Participate in NC meetings including recording and/or taking minutes of meetings in cases where other arrangements have not been made to take minutes.

7. Supervise other NC hired employees as applicable.

8. Supervise the annual election of ICANN Directors.

9. Maintain, oversee and improve the voting application program, to ensure voter secrecy, statistical output and trust.

10. Coordinate with responsible party to ensure there are timely responses to enquiries such as: (1) helpdesk (for example, people unable to register or de-register through majordomo automaton, or not understanding what local time zone is, or confused between ICANN At Large and DNSO GA membership); (2) complaints (against resellers, registrars, ISPs, ccTLDs or ICANN); (3) requests for information.  (This includes providing assistance to the responsible party regarding the content of responses as needed.)
11. Coordinate with responsible party to ensure maintenance of servers.

Objective # 2 (5%):  Manage DNSO financial activities.

Specific Responsibilities

1. Prepare and maintain DNSO budgets including revenue and cost projections.

2. Prepare monthly financial status reports for the NC to include comparison of actual revenue and expenditures versus projected.

3. Coordinate DNSO financial sponsorship efforts.

4. Manage DNSO financial accounts.

5. Make recommendations to the NC regarding expenditures, revenue sources, and sponsorship.

Objective # 3 (15%): Ensure provision of logistical support for the daily functioning of the DNSO General Assembly (GA).

Specific Responsibilities

1. Provide support to the DNSO General Assembly with specific support to the GA Chair.

2. Coordinate with the responsible party to ensure ongoing support of GA email lists such as ga@dnso.org and announce@dnso.org where participants may subscribe and unsubscribe at will,  as well as lists such as the DNSO GA Voting Roster where members submit an application form with  acceptance of privacy rules.

3. Participate in GA meetings including recording and/or taking minutes of meetings in cases where other arrangements have not been made to take minutes.

4. Supervise the selection of the DNSO GA Chair and Alternate.

5. Coordinate with responsible party to ensure to ensure support of the GA web site content.

6. Coordinate with responsible party to ensure maintenance of servers

Objective # 4 (60%) : Develop processes and procedures that will minimize the amount of subjectivity and increase the amount of measurable objective criteria in the consensus-building process.  This should result in clearer direction for the NC, for working groups, for committees and for constituencies  and it should therefore make it more readily possible for the NC to perform its role of managing the consensus-building process in a way that will create increased confidence throughout the Internet community.

Specific Responsibilities

1. Propose policies and procedures as part of the consensus-building process to facilitate:

· Submission of proposals by Constituencies and GA participants for domain name policies or recommendations.

· Evaluation by the NC of proposed domain policies and/or recommendations submitted by Constituencies and GA participants including a decision process for deciding whether additional action should be taken.

· Submission of reports to Constituencies.

· Evaluation of feedback received from Constituencies after review of reports.

· Creation of timelines for various consensus-building activities.

· Evaluation by the NC of reports for the purpose of determining the level of consensus reached and the thoroughness of stakeholders represented in the consensus-building process.

· Preparation of NC reports to the board including any significant implementation or operational concerns expressed by any responsible party.

2. Propose guidelines and requirements as appropriate to be used by working groups, and committees in their activities with regard to:

· The consensus-building process.

· Documentation of the consensus-building process.

· Preparation of reports to the NC including providing for such things as consistency of format, quantification of consensus levels, documentation of community representation, inclusion of an executive summary, identification of any community groups not well represented, summary of dissenting views, listing of any significant implementation or operational concerns expressed by any responsible party.

3. Propose guidelines and requirements as appropriate to be used by Constituencies in their review of reports submitted by working groups and committees.

4. Implement all of the above as approved by the NC.

5. Participate with working groups, committees, Constituencies and the General Assembly  as much as possible to ensure they stay on task.

6. Prepare progress reports for the NC regarding the efforts of working groups, committees, Constituencies and the General Assembly.

7. Fulfill operational responsibilities including:

· Coordinate with responsible parties to ensure ongoing support of the working group and other outreach e-mail lists such as lists where only the working group chair may subscribe and unsubscribe participants.

· Preparation and publishing of statistics.

· Maintenance of servers.

