Duties of Secretary:

Be on time for every Executive and General Meeting. Commencement and adjournment times must be noted in the minutes.

Take attendance of each Board member present at the Executive Meetings and add the list to the minutes.  For General Membership meetings, leave a sheet of paper out for members to sign to prove their attendance.

Take minutes of each meeting.  Be sure to include the Treasurer’s figures, and any POWs presented and then approved.  Note who made the motion of approval and who seconded them.  

Keep handwritten notes of minutes in a separate notebook, then type up and email the minutes to the Board prior to the next meeting.

Keep school year binder up to date, which will include minutes from all meetings as well as the agendas.  This will be used for the end of year audit.  Notebook of handwritten notes is to be kept with it.

Sign and file a copy of minutes, once they are approved, in the binder.

Be sure that any and all monetary issues discussed are put in the minutes.  Principal, Faculty President and Executive reports should be recorded if pertinent.  Old and New Business discussions will need to be noted as well.
***Besides the time required to attend meetings, this position requires 1-2 hours of additional preparation time per month.

