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SECRETARY

AUTHORITY
The Secretary shall serve as recording officer of the Board of Directors, and General Assembly, custodian of its records, and shall have other such duties as may be determined by the President or the Board of Directors.
	

TERM
The Secretary shall serve a two-year term in office, or until such time as a successor is duly elected, qualified, and takes office.
	

DUTIES & GUIDELINES
1. Adhere to all procedures and duties outlined in this manual.
2. Serve as:
a) Member of the Board of Directors.
b) Member of the Administrative Council.
c) Co-chair of the Membership Council.
i. Co-chair of the Membership Services–Recruitment Committee.
ii. Co-chair of the Membership Services–Retention Committee.
3. Serve as the recording officer and custodian of records for the Board of Directors and General Assembly.
4. Keep a record of all Association activities:
a) Keep a record of attendance.
b) Take minutes of all business at:
i. Board of Directors meetings.
ii. Special meetings.
c) Work with Central Office to maintain files and records of the Association to include all minutes, newsletters, and Annual Reports.
5. Provide the presiding officer of the meeting with the exact wording of motions pending or previously acted upon.
6. Direct the distribution of minutes of meetings to all Officers, Directors, and Council Chairpersons within two to three weeks following the meeting.
7. Prepare a summary of Board actions for the Association year and submit to the President.
8. Work with Central Office to send all recommendations, directives, and suggestions approved by the Board of Directors to the appropriate Officer or Council for consideration and/or action.
9. Perform all duties incidental to the office of Secretary and as directed by the President and Board of Directors.
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