Georgia URISA Board Member Job Description

Position:

	Secretary


Responsibilities:










Hours/Week

	Document discussions at Board Meetings
	

	Create and distribute minutes from Board Meetings to Board Members one week after meetings.
	

	Distribute all luncheon notices, event notices, updates and misc. info to members via email
	

	Monitor and document all emails returned with failed delivery status, and make lists for the treasurer.
	

	Edit and create luncheon notices.
	

	Edit documents before distribution.
	

	Attend board meetings
	

	Attend luncheons.
	

	
	

	
	


	 5 -25%


Percentage of tasks performed during regular business hours:

Benefits of position:

	Keeps fresh note-taking, editing and organization skills.

	Gets your name out to the entire Georgia URISA membership (via email).

	Learning general duties of a Board secretary.


Challenges of position:

	Organization and timeliness, must send emails at appropriate times.

	Managing volume that is sent to members.


Special forms, software, files, or materials needed for (or useful for) this position: 

	Word processing software

	Email and powerful server (to send emails to hundreds of addresses at once)

	

	

	

	


Helpful ideas or advice for future position holders: 

	Determine and create a time frame for when you will send your emails.

	Don’t overwhelm list with emails.
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