Secretary
Job Description

This is a 2 year elected position.

The Secretary shall:

1. Maintain minutes of the proceedings of all meetings of the organization.

2. Provide a written copy of all minutes to Executive Board members after the meeting in a timely manner. Secretary will review the minutes for accuracy and assure that the minutes are signed by the President and the Secretary.
3. Assemble a written annual report to the members. Will distribute this report as requested during the Annual Conference Meeting to members who attend the meeting. 
4. Serve as a member of the Communications Committee.

5. Perform other duties as are assigned by the President.

6. Attend all (or a majority of all) Executive Board Meetings and the Annual Conference Meeting.

7. Compile all Officer and Chair reports prior to Executive Board Meetings. Distributes to Executive Board members prior to the Board meeting.
8. Maintains:

a. The By-Laws in a current format.

b. The Strategic Plan in a current format.

c. Officer and Chair job descriptions in a current form.

d. A current list of Executive Board members and their contact information.

e. All minutes and reports in an identifiable source.

f. All materials distributed throughout the Executive Board meeting in an identifiable source.
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