Secretary

The role and responsibilities of the Secretary are to:

1. Serve as Secretary to both the Executive Committee and the Board of Directors;
2. Record and distribute the minutes of all meetings. The correction of previous minutes when tabled at board meetings are also part of the responsibilities;
3. Communicate meeting and event dates and times to Board members by mail, telephone and email as required;
4. In conjunction with the Communications Director: - pick up Association mail from the Post Office. Log all incoming and outgoing Association mail. Pass on notices by email to directors and association members;
5. Keep a log of all motions passed by the Board of Directors. The log’s purpose is to provide directors with a ready reference to past motions;
6. Maintain an inventory noting the location of all equipment belonging to the association; and,
7. The Secretary is a full participating and voting member of both the Executive Committee and the Board.
8. In conjunction with the Information Systems Director: - plans and organizes remote telecommunications (e,g. - teleconferencing  for Board and other meetings, etc).

Time Commitment: 
Working closely with the Communications Director: - managing email and mail communications should require no more than about one hour per week. The Association’s email inbox should be checked daily. Incoming messages should be replied to or sent to other Board members or the M.P. for action. The Association’s postal box should be checked every couple of days – more often when member replies are expected. 
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