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SECRETARY
Position Summary:

Take minutes of chapter & board meetings, provide notice of meetings and general correspondence.   Maintains the chapter mailbox and distributes mail to the appropriate officer, director, or chair.  
Responsible To: 

The members of the chapter

The chapter president 

Responsibilities: 
· Upon the advice of the president, the secretary should issue notice of officer and board of directors' meetings.  After consultation with the president, the secretary could prepare copies of the agenda for such meetings.
· Send email blasts via MightELetter to website users as requested. 
· Extract list of attendees from website prior to each monthly meeting and forward to Treasurer.
· Participate in the review of the chapter By-Laws and make any changes and forward to National.   
· Maintain a record of attendance and prepare the minutes of all officers' and directors' meetings and regular chapter meetings.

· Cross train with the Treasurer to ensure coverage should secretary and/or treasurer is not able to attend monthly chapter meetings, events, etc.   
· File in the Chapter Procedures Manual or other permanent record:

· Those original chapter bylaws and dated copies of each amendment to those bylaws.

· A list of current officers, committee members, and general membership.

· Copies of all chapter publications.

· Approved and signed minutes of all board of directors and membership meetings.

· Chapter Charter

Requirements:  

· Must be a SHRM member in good standing for the entire term of office. 
Resources Available:

· SHRM supplies the following resources for chapter secretaries

· Chapter Position Descriptions

· Guide to Maintaining Your Chapter’s History

· Secretary’s Guide to Taking Minutes

· Fundamentals of Chapter Operations 

And MUCH MORE…available online at www.shrm.org/vlrc
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