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Board Position Description

Position Title: Secretary
Term Length: 2 years
Position Pre-requisites: 
Position Responsibilities:
Overview Summary of Board Position Responsibilities: The Secretary shall oversee the official correspondence of the Chapter as well as Board of Directors’ meeting planning and preparation to include compilation and distribution of Board and Chapter meeting minutes and agenda.  He/she shall also perform such other duties as the President may determine.  The Chapter requires the Secretary to be a current member in good standing of SHRM throughout the duration of his/her term of office.
Annual Requirements:
· SHRM Member in good standing

· Monthly Requirements:
· Attend Board Meeting:
· Prepare and distribute agenda, prior month meeting minutes and other miscellaneous items
· Record minutes for each board meeting
· Retain historical meeting files
· Maintain other documents pertaining to the Board of Directors and/or Chapter
· Update and distribute Board of Director’s contact information
· Support chapter initiatives
· [bookmark: _GoBack]Attend majority of chapter meetings

· Weekly Requirements:
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