
Secretary Job Description 
 
The secretary shall keep an accurate and complete record of all regular Board of Directors’ 
meetings, annual and combined general and special meetings.  It is suggested that a rough draft 
of the minutes be made available to all Board of Director members within a week of a regular 
Board meeting.  Board members are then asked to note any concerns or questions and respond 
to the secretary.  These minutes are tidied for readability and spelling errors and then mailed 
again to all Board members one week ahead of the next Board meeting to be approved or 
approved with corrections at that Board meeting.  After that Board meeting and approval of 
those minutes, the secretary should forward those approved minutes to the webmaster for 
posting on the Guild website and make a few copies for members to read at the Membership 
table during the next month’s chapter meetings.  For example, July minutes get a rudimentary 
correction within a week after the July Board meeting and are tidied by the Secretary, approved 
or approved with corrections at the August Board meeting, and then posted on the website and 
a few copies taken to the September chapter meetings. 
 
Records of action regarding all policy statement changes made by the Board of Directors and By-
Law revisions or changes approved by the membership shall be published in the newsletter 
immediately after that action.  These changes shall also be incorporated into the By-Laws and 
Policies sections of the Membership Directory and Handbook when it is updated for the next 
membership year. 
 
The secretary is also responsible for any necessary written communication between the Guild 
and other groups or individuals, such as thank you cards or responses to inquiries. 
 
At the end of each secretary’s term, minutes for the immediate past year will be given to the 
new secretary.  Minutes of the previous year and any miscellaneous items of an historic nature 
will be given to the Historian for preservation. 
 
Submitted by Betty White, 
Secretary 2013-2014 


