Foothill-SLAM NJB Job Description

Secretary
The Secretary is responsible for maintaining the Secretary binder, coordinating Picture Day, creating and distributing the Chapter’s meeting agendas and minutes, maintaining the player permanent record files, and organizing and carrying out player registration.  Picture Day Coordinator and Registrar responsibilities may be delegated if other resources are available, and thus these jobs have separate job descriptions.
Time Frame

Job Duties and Tasks







June
1.
Acquire a copy of the new Board members list and their email addresses.  Create an email distribution list to use to send out meeting agendas and minutes.


2.
Acquire copy of the Board Meeting schedule for the year.


3.
Create MSWORD templates for the agenda and meeting minutes.

4.
Prepare and distribute this month’s Board Meeting agenda and minutes.

5.
Check in with the Picture Day Coordinator and provide them with their binder.  Review the job description for the position with them.  Determine how status will be communicated and issues resolved. 

6. Check in with the Registrar and provide them with their binder.  Review the job description for the position.  Determine how status and will be communicated and issues resolved.
July
1. 
Prepare and distribute Board Meeting agenda and minutes.


2.
Update the Secretary binder for the coming season.

3.
Send out monthly status report to Board Members.
August
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.

September
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.
October
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.
November
1. 
Prepare and distribute Board Meeting agenda and minutes.


2.
Send out monthly status report to Board Members.
December
1. 
Prepare and distribute Board Meeting agenda and minutes.


2.
Send out monthly status report to Board Members.
January
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.
February
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.
March
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.
April
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.

3.
Update the Secretary binder with any additional items or changes from the season.
May
1. 
Prepare and distribute Board Meeting agenda and minutes.

2.
Send out monthly status report to Board Members.

3.
Verify that player permanent record files have been returned to storage.

4.  Request that the Registrar and Picture Day Coordinator update their binders and return them (if they are not going to be doing the job again next season).


5.  Locate replacement for the Secretary position if needed.

6.
Update the Secretary description with changes from the past season and provide to the Chapter President.

Board Meeting Agenda and Minutes
Item/Tasks

Description or Responsibility






Process
1.
Send out an email reminder to Board Members of upcoming meeting.  Include:

· date, time and location of the meeting (include a map to the location if needed)

· a request for agenda items 

· a reminder to send out status reports to the entire Board to communicate what they have been working on since the last meeting

2.
Create draft agenda file using input from the Board Members, including any action items from the Section minutes as appropriate.

3.
Send draft agenda file to President for review and changes.

4.
Update agenda file with any changes from the President as well as the list of those who will not be able to attend.  Distribute the agenda via email to Board Members prior to the meeting date.  Print off copies to bring to the Board Meeting.

5.
Attend Board Meeting and take minutes (including attendance, discussion, and action items).

6.
Review meeting minutes with the President, incorporate changes, and distribute final version to the Board Members.
Secretary Binder
Item/Tasks

Description or Responsibility






Process
1.
Acquire Secretary binder from predecessor.
2.
Add any new binder sections for this season.

3. Update binder sections with current information for this season (e.g. Board Members list, calendar).


4.
Add current version of By-Laws (including any changes for this season) to the binder.  The By-Laws are distributed by the National Organization as part of the Blue Book.

5.
Print each month’s Section meeting minutes and add to binder.
6.
Print each month’s Chapter agenda and meeting minutes, then add them to the binder.

7.  Current binder sections are: (TBD)
Player Permanent Record Files

Item/Tasks

Description or Responsibility






Process...............
1.
Acquire player permanent record files from storage.

2.
Go through the files and remove any folders for players who were not on the previous year’s ACTIVE and INACTIVE lists.  Generally files are maintained for one season after a player leaves the Chapter.  The ACTIVE and INACTIVE lists can be provided by the Website Coordinator or the Registrar.

3.
Provide the permanent record files to the Registrar to be used for tracking registration documents and for each Work Session.  During these Work Sessions the files will have a folder added for each new player, and updated information added into the existing folder for each returning player.

4.
At the end of the season, get the files from the Registrar and place them into storage.
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