
Assistance League® of the Triangle Area

                                              POSITION DESCRIPTION

Title of Position:        Secretary 
Brief Statement of Chief Objective(s) of Position:
To record the minutes of the Board and regular meetings and permanently maintain the original minutes

Identify Specific Tasks of this Position:
Serve as custodian of the records of the corporation including the minutes of committee meetings, but excluding financial records

Sign legal documents with the President

Present draft minutes within one (1) week following the Board and regular meetings to President for review prior to distribution

Establish and maintain a procedure book for the Secretary

Certify immediately following receipt of the call to the annual or special meetings of National Assistance League the names of the chapter delegate and alternate to the National Secretary

Call the first meeting of the Nominating Committee

Receive Nominating Committee Notebook and keep until next year’s meeting

Attend and record minutes of the Advisory Council meetings

Provide incoming Secretary with current procedure book prior to Board and Appointive Standing Committee Chairs training
Attend Board Meetings




Yes

 


Present Monthly Reports at Board Meetings

Yes

  

Present Monthly Reports at Regular Meetings  
Yes

 
 

Completion of Annual Report



 No

Identify Position that Supervises/Directs this Position’s Activities:

 President

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Excellent writing skills                   Good organization skills

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

