


DRAFT
SCRUB OAK SCRAMBLERS, INC.            
Job Description 
Club Secretary 

Description of Duties:

				The Secretary is elected by the majority vote of the club body attending the April meeting. The secretary is then an automatic member of the Clubs Board of Directors. The secretary shall report to the club’s general assembly of membership. The secretary shall keep all club records, including minutes of meetings, committee lists, handle correspondences as directed by the President or Board of Directors, and discharge all other secretarial duties contained in the club by-laws or as directed by the board of directors.  

Reference: Current By-Laws 

Proposed Duties:

· Elected by majority vote of the club body attending the April general business meeting. 
· Automatically a member of the Board of Directors
· Shall Report to the Club Body
· Must be an active current club member
· Familiarize yourself with the SOSSC Bylaws
· Familiarize yourself with Roberts Rules of Business
· Sign a volunteer immunity form
· Shall attend and meetings of the BOD, Finance, & General Membership record, and file proceedings of those meetings. 
· Shall attend county NHSA meetings as requested by the president and or BOD
· Shall record all meeting minutes for all BOD, Financial and General meetings 
· Shall maintain club records & file at the clubhouse in hard copy and electronic on the SOSSC google drive
· Shall notify club members of meetings, events, & proceedings as outlined in the club by-laws and policies & procedures 
· Shall enforce the club bylaws, provisions, and articles of Incorporation as outlined in the clubs by laws in the absence of the president and vice president
· Shall promote and bring good publicity to the club
· Will assume and facilitate any duties as requested by the Board of Directors
· Shall have the ability to facilitate club business and sign checks in the absence of the president
· Shall preside at meetings in the absence of the President and Vice President




