
[image: image2.png]FIRST
i STEPS

[ty
SOUTH CAROLINA





SAMPLE ROLE DESCRIPTION
Position Title: Secretary 

Location: 
Position Summary:   Works closely with the Board Chair as well as partnering with the Board and ED to ensure the successful operation of NAME OF ORGANIZATION according to the organization’s mission and vision. The secretary ensures that NAME OF ORGANIZATION keeps full and accurate records of the Board’s meetings and decisions.

Essential Functions: This description should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this position.  The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this job description by the Board.

· Is an active member of the Board.
· Maintains full and accurate records of Board and oversees the effective management of these records.
· Records, organizes, and otherwise manages minutes of the Board’s meetings.
· Ensures the timely distribution of meeting minutes to the Board, ED, and other relevant parties.
· Is thoroughly versed in the policies and procedures of NAME OF ORGANIZATION and serves as a resource to their relevance in governance and strategy-making

· Is sufficiently familiar with legal documents (e.g. articles, by-laws, IRS letters) to note their applicability during meetings. 

Required Attendance:  Board members who miss more than 3 consecutive meetings without excuse or members who resign must be replaced from the same categories as their predecessor.  
Term of Service:  

· Elected Board members serve a term of four years and can be elected to serve a second term.  After a second term, board members must roll off for a minimum of one year before returning.
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