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Description automatically generated with medium confidence]Chapter Board Job Descriptions
Secretary


Secretary
· Shall maintain the minutes of the Board meetings and of the annual business meeting and submit them within ten (10) days of said meeting to the Board members for approval; shall maintain, manage and direct the Chapter’s Archives, including all materials related to the history and administration of the Chapter
· Shall maintain the business records and other Chapter memorabilia in an archive according to approved records management principles
· Shall develop and maintain a committee to support the ongoing activities and succession of the chair of secretary
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