DNSO SECRETARIAT

POSITION/TASKING 

General

Provide high-level Secretariat services to the ICANN DNSO. 

Structure and Reporting

The position reports to, and takes direction from the Names Council Chair.  

Position Description

1. Prepare and distribute papers to facilitate the NC decision making process.

· Prepare and distribute NC papers.  Key papers should be developed in consultation with, amongst others, the NC Chair and will include:

a. Discussion and options papers for consideration by the NC

b. NC Minutes

c. NC Agenda

2. Liaise with DNSO Constituencies and ICANN staff with a view to building consensus on the way forward.

3. Manage the DNSO budget and funding processes.NSO revenue and expenditure and prepare financial reports and advice for consideration by the NC.  Advice should include mechanisms to promote sponsorship support for DNSO activities.

4. In co-ordination with ICANN staff, manage and update DNSO discussion lists and website.

5. Provide advice to NC on processes and procedures (or other initiatives) required to promote effective operation of the NC and the DNSO

Skills and Experience

1. Experience in the provision of high-level Secretariat services.

2. Proven analytic and policy development skills.

3. High level written and oral communication skills.

4. Proven representation and liaison skills preferably in a global context.

5.  Available for travel overseas  - approx 4x 10-15 days pa

6. Ability to work effectively on-line.

Employment Terms

Six month renewable under contract to ICANN

Location

Work will be conducted on-line so:


Location is not material

Good connectivity

