CCAEYC JOB DESCRIPTION - SECRETARY

Office: 

The Secretary shall work closely with the other Elected Officers to coordinate the activities of the officers and committees. 

Eligibility: 

The Secretary must be an active member of CCAEYC and be willing to serve. 

Term of Office: 

The Secretary shall be elected to serve for two years or until a duly qualified successor is elected. The Secretary is elected in even numbered years. 

Governance Committee Membership: 

· The Secretary serves as a member of the Board of Directors and the Executive Committee. 

· The duties of the Board of Directors of the Association shall be to conduct the business of the Association and to define and recommend policies and procedures to the membership. 
Between Board meetings, the Executive Committee may take action that is consistent with the policy and purposes of the Association when a majority of the Executive Committee agrees that such action is necessary. 

Duties: 

The Secretary: 

· Serves as a member of the Board of Directors and the Executive Committee. 

· Maintains a list of and communicates with liaison representatives and allied organizations. 

· Receives and distributes correspondence. 

· Requests, receives and submits reports to the Board from those serving as CCAEYC liaisons to allied organizations. 

( Supervises the History, Records and Archives and maintains the Association's records, including but not limited to the Affiliation box and ensures effective management of organizational records. 

· Coordinates and appraises the board of the progress and outcomes of supervised committees. 

· Briefs members, Board members and officers about CAEYC and NAEYC information. 

· Records minutes, or supervises designated meeting recorder, of the Executive Committee, Board of Directors, and Membership meetings within a month or sooner if required by the Board or Executive Committee. 

· Evaluates annually, with the Executive Committee, the performance of the organization in achieving its mission. 

· In advance of meetings, provide written agendas of the sessions of the full board and the meetings of the Executive Committee. 

· In advance of meetings, distribute to board members appropriate background information on subjects to be discussed. 

· File approved minutes and maintains the official list of board members in accordance with procedure. 

· Is sufficiently familiar with legal documents (articles, by-laws, IRS determination letter, etc.) to note applicability during meetings. 

· Maintains Technical Assistance & Training Log and Political Action Log, asking for input for the logs at each Board and Member meeting. 

· Creates and distributes newsletters and information about networking events. 

