ARMA Chapter Board Position Guide - Secretary
	Overview
	The Secretary is the corresponding and recording officer of the chapter. This position has record keeping responsibilities and acts as a liaison between chapter members, officers, and the Board of Directors.

A summary of the Secretary’s duties are as follows:

· Records the minutes of all meetings of the Board of Directors and the membership; 
· Preserves all books and records of the Chapter; and 
· Conducts the official correspondence of the chapter.
Term: 1 year—elected


	General Duties
	Below you will find a list of general duties for the office of Secretary.


	1
	Prepare minutes and keep records of all Board of Directors meetings. 

	2
	Maintain chapter records in accordance to the retention and disposition schedule. 

	3
	Oversee the activities of the Membership director.

	4
	Acknowledge and prepare letters and other communications as required on behalf of the chapter.

	5
	Regularly check and review incoming mail from both the chapter P.O. box and email inbox and forward communications to the relevant officers as needed.

	6
	Maintain an updated list of chapter membership for email communications.


	Monthly Duties
	Below you will find a list of monthly duties for the office of Chapter Secretary.
	


	1
	Prepare agenda for monthly chapter meeting or activity and send meeting announcement to the chapter membership.

	2
	Post meeting minutes to the chapter cloud drive for retention.   


	Yearly Duties
	Below you will find a list of yearly duties for the office of Chapter Secretary.


	1
	In collaboration with the Vice President, prepare ballot of slate of nominees and distribute to members prior to elections. 

	2
	Accompany treasurer to update authorized users on the chapter bank account. 


