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Board Secretary 
Responsibilities: 
1. The Board Secretary shall be responsible for an accurate record of all of the business of the Corporation. 
2. It shall be his/her responsibility to ensure that due notice of meetings is distributed to the appropriate constituency, as well as appropriate disposition of all corporate correspondence and communications.
3. The Board Secretary shall perform other duties referred to him/her from time to time by the President and Board of Directors. 

4. The Board of Directors may appoint support secretarial assistance, with or without compensation, however, the appointee shall not have the right to vote in this capacity at any level in the Corporation. 

5. This position will take and prepare minutes of the official executive board, executive council and general membership meetings.

