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ATD-LA 
Secretary
Position Summary

The Secretary provides administrative and communication support to the chapter members and board of directors by recording meeting minutes, writing chapter correspondence, and ensuring communication of chapter proceedings and records. The Secretary is also responsible for updating chapter bylaws with the input of other board members, as well as maintaining board position descriptions. 

Time Commitment

Term:  Two years (Election held in odd-numbered years)
Estimated Time Requirements per month:

· Attending board meetings: 1.5 hrs/month

· Attending monthly chapter meetings when possible: 3 hrs/month  

· Preparing minutes and communicating with administrative office and other board members: 1-4 hrs/month
Responsibilities

Chapter Administrative Support 
· Collaborates with chapter office administrator and board members to maintain 
chapter records.
· Maintains chapter bylaws, minutes, financial records, committee reports, correspondence, and other important documents. 

· Writes official correspondence on behalf of president and board to chapter members. 

· Reviews outgoing official communications and website postings for grammar, spelling and accuracy.

· Tracks attendance at board meetings.
Board Participation
· Requests, collates and distributes board member’s reports prior to each board meeting. 
· Sends previous month’s board meeting minutes for review prior to each board meeting. 
· Attends and participates in monthly board meetings. 
· Records meeting minutes at monthly board meetings. 
· Posts each month’s board meeting minutes to the ATD-LA website after board approval. 

Training
· Trains incoming Secretary.

· Transfers all relevant files to the incoming Secretary.
Qualifications
· Member of ATD National and ATD-LA chapter.

· Superior skills in oral and written communication, tactful personal interaction, and problem-solving.

· Demonstrated skills in record keeping, and administrative processes.

· Ability to pay close attention to detail.

· Ability to complete projects within established timeframes.

· Ability to motivate and lead chapter volunteers as needed.

· Ability to plan, organize, and evaluate activities required by the position.

· Time to attend board meetings and other chapter functions as required.

ATD Resources                                        

Chapter Relations Manager (CRM)
National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)
Sharing Our Success (SOS)

Chapter Leader Community (CLC)
Leadership Connection Newsletter (LCN)
Toolkits
Chapter Leader Webcasts
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