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SCRC Secretary ~ Role & Responsibilities 

General Duties (Board Meetings)
· Maintain a permanent seat on the Executive Committee.
· Coordinate the location of all Board meetings.
· Attend all Board meetings.
· If unable to attend a Board meeting, ensure a replacement has been identified in advance to take the meeting minutes.  Advise President in advance of meeting of absent and who the scribe will be.

· Assist President and Vice President in developing Board meeting agenda.
· Notify Board and distribute meeting agenda (to include date, time, place and topics) at least 3 days in advance of meeting date.
· Obtain Board member RSVP’s for all scheduled board meetings or conference calls.
· Prepare the Board minutes and distribute to all Board members:
· Distribute within one (1) week of when board meeting was held
· Ensure Action Items are identified for applicable Board members.
· Ensure written proof in the minutes of all votes (for, against, abstain).
Administrative Duties
· Coordinate in advance with the By-Laws Chairperson to ensure By-Laws have been reviewed by the By-Laws Chairperson for any correction, deletion and/or modification.  
· At the first Board meeting of each calendar year, the By-Laws Chairperson will present the updated By-Laws to the Board for approval.  Once the By-Laws have been approved by the Board, the Secretary will “certify” the By-Laws (hard copy) by signature and date.
· The Secretary will maintain a “hard copy” of the current By-Laws.
· Maintain a copy of all applicable and approved Board member duties and responsibilities  
· Accept written resignation filings by Board members.
· Upon the direction of the President, notify subject Board members of any pending or finalized administrative action, to include removal from the Board.
· Order supplies, as required (letterhead, business cards, etc.)
· Advise the President on any and all matters that may affect the organization.
