Rev. September 2010
1

[image: image1.jpg]


[image: image2.png]Organization of
American States




MODEL OAS GENERAL ASSEMBLY 
FOR STUDENTS (MOAS)
	MOAS GENERAL SECRETARIAT DELEGATION


To support the work of the committees and of the plenary sessions each MOAS exercise must include a support unit called MOAS General Secretariat.  This unit carries out an essential function and is formed by volunteer students, who work prior and during the MOAS, by processing all the documentation needed for the first day of the Model and the resolutions and other documents that originate in the committee during the MOAS.  The team working as the MOAS General Secretariat must know all basic MOAS documents thoroughly, especially the rules of procedure, the code of conduct, the agenda of topics, the schedule of activities, the instructions for drafting resolutions, and the functions and responsibilities of all the positions conforming this unit.  

The following positions should be carefully filled, as they are critical to the success of the MOAS:
5 Secretaries’ of the Committees

1 Principal Assistant
5 Editorial Assistants (1 for each committee)
5  or 10 Clerks (minimum 1 per committee)
	JOB DESCRIPTION: SECRETARIES OF THE COMMITTEES


The Committee Secretary’s main function is to coordinate and bring together the work of his committee.  There is one secretary for each of the MOAS five committees, for a total of five committee secretaries.

Responsibilities
1. Assist both the chair and vice chair of his committee as necessary, especially with regards to the application, use or interpretation of the Rules of Procedure.

2. Read aloud the resolutions to be debated in his committee.

3. Together with his committee authorities and/or the editorial assistants, receive and review the draft resolutions submitted by the delegates to be sent to the Resolutions Evaluation Committee (REC), and, likewise, process/distribute those resolutions sent back by the REC.  When draft resolutions are sent back to the REC for a second evaluation, ensure that the corrected version is sent along with the new draft.

4. Ensure and guarantee that those draft resolutions that need to be discussed with the evaluator are forwarded immediately to the respective delegation.

5. Ensure that all draft resolutions assigned to working groups are forwarded to those delegations and that assigned working groups submit only one joint resolution to be sent to the REC for evaluation.

6. Maintain an accurate record on attendance and a ledger of all resolutions, whether they pass or fail in committee, according to their assigned number. These ledgers are to be submitted to the DIA at the end of the Model.
7. Record all proposed amendments that may arise during debate in his committee, and informs the Editorial Assistant of his committee to include the amendments in the final version of the resolution to be included in the Final Book of Resolutions.
8. When applicable, must be prepared to lead the transition for the designation of the chair and vice chair of his committee in the event of temporary absence of both officers.

9. At the General Committee, receive process and return to the Editorial Assistant and to the DIA all courtesy resolutions presented during the plenary session.

10. Distribute the electoral forms and receive the completed forms for the electoral process in their respective committees, ensuring that they comply with the established requirements and necessary information (full name, address, email and telephone).

11. At the General Committee distribute the electoral forms and receive the completed forms for the positions of MOAS Secretary General and President, ensuring that they comply with the established requirements and necessary information (full name, address, email and telephone).
	JOB DESCRIPTION:  PRINCIPAL ASSISTANT


The Principal Assistant works directly with the Department of International Affairs (DIA) as a liaison during the entire exercise, and works closely with the staff of the MOAS General Secretariat to supervise and coordinate the reproduction, distribution and editing of all documents going to and originating from the committees.
Responsibilities
1. Is the liaison between the MOAS General Secretariat delegation and the DIA/MOAS Coordination, and assists the MOAS Coordinator upon request.
2. Inform the staff of the DIA about all matters related to the work and performance of the MOAS General Secretariat.

3. Coordinates the work of the editorial assistants and committee clerks to ensure efficiency in the processing of documents.

4. Consolidates, electronically, the books of approved resolutions originated in the committees to produce the Final Book of Resolutions, which must be reproduced for its adoption at the MOAS plenary session during the last day of the Model.
	JOB DESCRIPTION:  EDITORIAL ASSISTANT (1 PER COMMITTEE) 


Their main responsibility is to edit the draft resolutions and to put together the electronic books of resolutions for each of their committees, thus, works in close coordination with the Principal Assistant and with his committee secretary and clerk.  Must be able to work with computer equipment and, specifically, use a word processing program (Microsoft/Word); possess excellent grammar skills and be able to write in English.
Responsibilities
1. Prepare, issue and reproduce documents prior to the MOAS, according to DIA’s and the counterpart’s requests.
2. Produce the electronic books of resolutions according to the electronic draft resolutions received from participating delegations; if not received, he must procure them.

3. Include the changes/corrections of style made by the REC in the draft resolutions “approved with editing,” as well as format adjustments in all draft resolutions, as needed.

4. Include in the electronic draft resolutions all approved amendments made during the debates in the committees.

5. Forward to the committee secretaries, or directly to the delegations, those draft resolutions returned by the REC for corrections of substance, as well as those assigned to working groups.

	JOB DESCRIPTION:  CLERK (MINIMUM 1 PER COMMITTEE - IDEALLY 2 PER COMMITTEE) 


Support the work of the committee secretaries and the editorial assistants in the processing of the draft resolutions with the REC and, during the debates, attend the needs of the committee authorities and the delegates.
Responsibilities
1. Together with the editorial assistant of their committees, ensure the timely delivery of draft resolutions from the committees to the REC.  Must forward the draft resolutions processed at the REC to the committee secretary or editorial assistant.
2. Reproduce the books of resolutions to be debated at the committees.

3. Distribute the books of resolutions to be debated among the delegates in the committees: one book per country delegation, one for each of the committee officials and three additional books for the faculty advisors that attend the sessions of the committees.

4. Prior to each session, ensure that the committee rooms are ready for the debate (country placards, seating arrangements according to the order of precedence, and enough chairs for delegates and the faculty advisors).
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