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Position Title: Secretary
Term: 1 Year - eligible for up to 5 consecutive terms
Experience:  5 years+ secretarial/administrative experience or strong willingness to obtain experience as position will work closely with executive director, bachelors degree required.
Commitment: 2 hours/month + 6 quarterly meetings per year which take place

 January - March – May – July - September 
Job Description

Quarterly Meeting Attendance and Preparation
The secretary is in charge of scheduling the quarterly meeting to ensure that enough board members will be present to constitute a quorum.  The secretary is in charge of ensuring that members attend the meeting.  This can be done by providing 24-hour telephone reminder notification as well as e-mail notification.

One month prior to a quarterly board meeting, the secretary will contact each board member to request items that need to be on the agenda for the next quarterly meeting, and will request any accompanying paper work to be turned in to have a successful meeting.

The secretary will attend all quarterly meetings and will prepare a meeting agenda outline for the board to follow.  The executive director will conduct the meeting after being briefed by the secretary of agenda items which have been targeted for discussion.

Prior to each quarterly meeting, the secretary will prepare the meeting space in the Youth Quest office to accommodate all board members.  This may include, but is not limited to, ensuring that the conference table is set up and there are an appropriate number of chairs for board members, providing refreshments as requested by the executive director, and ensuring that there is appropriate access to the building for the meeting.  The secretary should arrive at least 30 minutes prior to each quarterly meeting.

During the meeting, the secretary will be responsible for the minutes of the meeting.  This may be done by recording the meeting on audio tape, and then putting the audio into minutes, or by any other method which is approved by the board for the recording of minutes.

The secretary will distribute satisfaction questionnaires to board members for the minutes of the meeting as well as scheduled satisfaction questionnaires for reviewing board member performance.

The secretary will keep the board in touch with each other as needed.

