	JOB DESCRIPTION/COMMITTEE          INDEX # III D

	JOB TITLE:  SECRETARY

	COMMITTEE RESPONSIBILITY:  EXECUTIVE COMMITTEE/BOARD OF DIRECTORS 

	ISSUE DATE:  9/94                    REVISION DATE:  5/95 /          /

	JOB REPORTS TO:  BOARD OF DIRECTORS


ACCOUNTABILITY STANDARDS:


The secretary keeps the Component records (other than financial), and is responsible for the official correspondence of the Component.

PREREQUISITES:


1.
Agrees to a two-year commitment.


2.
Displays a strong knowledge of the Districts, RMPANA, and ASPAN.


3.
Possesses strong writing and organizational skills.

SPECIFIC JOB RESPONSIBILITIES:


1.
Prepares and distributes minutes of Board meetings; keeps them available for easy reference by the Board and the membership.


2.
Keeps a record of all other RMPANA business proceedings.


3.
Maintains a copy of current Bylaws for easy reference.


4.
Keeps a register of the names and addresses of the RMPANA Board members and the members of all District Boards.


5.
Distributes current list of RMPANA Board members with addresses to board member at the beginning of each fiscal year.


6.
Maintains a register of RMPANA members. 


7.
With the President, is responsible for the official written correspondence of RMPANA.


8.
Proposes possible expenses of the office during budget planning for the coming fiscal year.


9.
Submits actual expenses to the treasurer on expense reimbursement form along with receipts.


10.
Provides goals and a year-end report to President as well as a mid year report if requested.


11.
Retains any correspondence regarding use of the logo.


12.
Keeps the Articles of Incorporation if appropriate.
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