Secretary
Bylaws Article: 
5.4 The Secretary shall keep minutes of the meetings of the organization. The Secretary shall keep on file the minutes of all meetings. In the event of both the President and Vice President's absence, the Secretary shall preside at the regular meeting. The Secretary shall forward the minutes of meetings to the Board of Directors for review prior to Board and General Membership meetings. If the Secretary is absent from a meeting the President may appoint a member as Secretary for that meeting. 
Purpose:
To keep written track of all votes, decisions and discussions pertaining to the business of SABS. Keep the SABS Document Library up to date with printed copies of all approved board and general meeting minute reports.
Term of Office:
· 2 years and can be re-elected indefinitely, a voting position.
Election/Appointment Mechanism:
· This is an elected position.
· If a person wishes to remain in this position, they must be elected each cycle even if they run unopposed.
Responsibilities:
· Determine budget for the Secretary position.
· Attending all 9 out of 11 Board and General meetings.
· Take accurate notes during Board and General meetings.
· Separates information that is necessary to record in minutes.
· Distributes to Board/General members in a timely fashion .
· When approached by members regarding minutes give accurate information.
· Be an active and positive member of SABS by participating in all events.
· Update minutes report template and keep on file in SABS Document Library.
Qualifications:
· Must be a member of SABS in good standing.
· Must be able to commit the time and resources.
· Must have effective communication, spelling, math, and grammatical skills. 
· Must be aware of keeping costs in-line with budget.
· Good working knowledge of Microsoft Office and Google Suite software.
· Email access.
· Communication skills
· Documentation/notation skills
· Word processing skills
· Reliable transportation
Resources Available
· Job Description & Bylaws
· Past Owner of position if available
· SABS Document Library
Timeline:
1. Arrive at least 10 minutes early to prepare for meetings.
2. Distribute completed minutes with the newsletter for the next meeting (General Minutes).
3. Present at board meeting for approval with any corrections as collected (Board Minutes).
Measures of Success:
· Accurate minutes.
· Accurate information for Board and General members.
· Tasks executed in a timely manner.
· Positive feedback from Board and General members.
· Personal feeling of accomplishment.
· Be a part of a planning committee of some sort.

