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SCS Dance Company
Board of Directors
Secretary
Description
The Secretary of the Board is an elected voting officer on the Board of Directors (BOD) and is part of its Executive Committee.  The Secretary shall keep a record of the proceedings (minutes) of all BOD meetings as well as all General Membership meetings.  The Secretary might also handle correspondence under the direction of the President or Vice President.  All minutes are reviewed by Board members and published in a timely manner.  The Secretary performs other duties as requested by the BOD.
Overview of Duties
· Prepares minutes from BOD and member meetings
· Shall keep all records, issue notices of all meetings and record all meeting minutes to be made available for any member of the Club upon request
· Shall conduct and/or oversee all correspondence relating to the Club
· Shall furnish to SCSCAI various reports as required related to the position
· Secretary’s records shall be retained for a minimum of three (3) years and passed on to each successor
· Prepares and submits monthly Club promotional article to SCSCAI Link magazine
· Submits pertinent information relating to the Club in the Tuesday Newsday Link on line publication
· Attends and contributes to scheduled Board meetings
· Attends whenever possible, Board sponsored functions (group activities, general membership meeting)
· Shall perform other duties as assigned
Transition responsibilities for out-going Board Members
The out-going Secretary shall meet with the in-coming Secretary to review the job description and ensure a smooth transition.
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