Job Description for Secretary 
The secretary supervises the maintenance of the club’s Articles of Incorporation, bylaws, and minutes and records of the proceedings of the board and its committees, and the giving of notices as may be proper or necessary. The secretary shall have such other powers and duties as the board or the bylaws may prescribe, as well as:

· Attend all board meetings and serve on the Executive Committee.
· Draft minutes of all board and Executive Committee meetings for board acceptance and ensure proper maintenance of minute book.

· Maintain corporate records and seal.

· Verify that all actions of board meetings are recorded in the minutes.

· Ensure that notice of meetings be provided to the board and/or committees when such notice is required.

· Provide requisite notices to the membership.

· Oversee the member admission procedures.

· With the chair, sign any required instruments such as notes and mortgages.

· Maintain an accurate roster of members.

· Help to ensure adherence to club bylaws and articles of incorporation.

· Coordinate the election of officers and directors.

· Coordinate member discipline and appeal procedures.

· Ensure key actions are brought to vote under parliamentary procedure.

· Work closely with club counsel, as appropriate.

· Assume responsibilities of the chair in the absence of the chair and vice chair.

National Club Association—Board Toolkit: Club Leadership Essentials

