
Communications Secretary

Annual Report

The following report is an overview of my duties this year as Communications Secretary for the Kalamazoo Chapter of the International Association of Administrative Professionals:  

· May 2008 – Elected as Communications Secretary 

· July 2008 – Participated in the Chapter Board Retreat

· August 2008 – Completed the Membership Directory and Resource Manual for 2008-2009 and printed and bound the copies for members as well as sending copies to the Michigan Division officers and International office


· September 2008 - updated the Chapter Flyer

· September 2008 – Attended Michigan Division Education Workshop in Saginaw, MI

· September 2008 – Worked with the Communications Team Leader and President to establish clear communications guidelines

· September 2008 through June 2009 – Attended nine of the ten chapter meetings and Chapter Board meetings

· September 2008 through May 2009 – Collected donations for our Chapter “Go Green” 
basket to be auctioned off at MDAM


· September 2008 through May 2009 – worked with Communications Team Leader to make sure our chapter members received timely communications


· Through the Chapter year, worked with the Treasurer to get updated information about our new Chapter members to update the chapter directory


· May 2009 – Attended Michigan Division Annual Meeting in Shanty Creek, MI  


· June 2009 – Worked with 2009-2010 Communications Secretary to transfer information

