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Cabarrus Quilters Guild – Job Description Secretary
Term:  Two Year Term
Purpose:  The Secretary shall be responsible for record keeping of Board, Executive Board and general guild meetings.  This includes the taking of minutes and distributing copies.   All meeting minutes are saved to Google Drive.  
· Serve as  a member of the Board and Executive Board 
· Record the Board, Executive Board and General meeting minutes 
· Attend all meetings  where minutes are taken or appoints a stand-in when needed
· Records minutes of all Board and Executive Board meetings  
· Include the name of members present
· Type and distribute to the Board via email for revisions 
· Make all identified corrections to the minutes. Redistribute the finalized minutes
·  Summarize of “action items” items by board members that were agreed to at the meeting and include in the email
· Store a  final copy of the minutes on the Google Drive
· Record  general guild meeting minutes
· Include the number of guild members present at the meeting (get this number from the membership chair at the end of the meeting)
· Include all motions discussed and voted upon with voting status
· Type and distribute minutes  to the Board via email for revisions  
· Revise minutes to include corrections and redistribute corrected minutes.
· Submit a copy of the revised minutes to the Newsletter chair for publication
 Store a final copy of the minutes on Google  Drive
· Collects End of Year reports from all officers and Committee chairs. Save these reports into the appropriate folder in Google Drive. 
· Write correspondence for the Guild that are not covered by other Committee Chairs
· Type/edit other items as necessary (such as job descriptions) in support of the other board members
· Complete an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
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