

Secretary Job Description

The Secretary is a senior staff member. He/she is responsible for ensuring that accurate and sufficient documentation exists to meet all legal requirements, and to enable authorized persons to determine when, how, and by whom the board's business was conducted. The Secretary shall:

· Ensure that accurate minutes of all Board, Annual, Special and Committee meetings are taken and approved and include at a minimum:

· Date, time, location of meeting
· List of those present and absent
· List of items discussed
· List of reports presented
· Text of motions presented and description of their disposition
· Ensure that copies of all minutes are maintained in the corporate records 

· Ensure that the records of the organization are maintained as required by law and made available when required by authorized persons. These records may include founding documents, (e.g. letters patent, articles of incorporation), lists of directors, board and committee meeting minutes, financial reports, and other official records
· Ensure that official records are maintained of members of the organization and Board. He/she ensures that these records are available when required for reports, elections, referenda, other votes, etc.
· Ensure that an up-to-date copy of the bylaws is available at all meetings
· Ensure that proper notification is given of directors' and members' meetings as specified in the bylaws
· Manage the general correspondence of the Board of Directors except for such correspondence assigned to others
· Provides items for the agenda as appropriate
· In the absence of the President, shall call the meeting to order, presiding until a temporary chairperson is elected 

· Record meeting minutes as described above for Member meetings 
· Act as a signing officer of <enter name of NSF>
· Act as the registered agent with respect to the laws of the jurisdiction; the person upon whom legal notice to the corporation is served, and be responsible for ensuring that documents necessary to maintain the corporation are filed
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