JOB DESCRIPTION

CHAPTER SECRETARY

General Description:

The Secretary is responsible for maintaining all chapter records of meetings and communicating that data to the appropriate members and other interested individuals.  The Secretary is also responsible for attending and maintaining all Board Meeting minutes.

Term:
One Year
Time Commitment:

48 hours/year average or 4 hours/month average

Goals, Objectives and Responsibilities:

· Attend Board Meetings and develop/maintain Board minutes

· Attend chapter strategic planning session

· Attend monthly Operations Committee Meetings and develop/maintain minutes

· Complete/submit Davis Chapter Management Reports as required                                                      

· Serve as co-chair of Education Committee and develop/maintain meeting minutes

· Oversee Reward and Recognition Program

· Coordinate the updating of the speaker database

· Maintain a library of position job descriptions
· Maintain files from each education event which include:  brochure, registration                       
lists, feedback forms, and speaker materials. 
· Attend annual National Leadership Training Conference

· Participate in Mini-LTC planning activities and attend annual meeting
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