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JOB DESCRIPTION: SECRETARY 

Role:  The Secretary is the official recorder of League business. The Secretary is an Officer and 

serves on the Board. 

Responsibilities: 

1. Provide the official record of League deliberations: 

• Take minutes at all decision-making meetings of the Board, and at the annual 
meeting; 

• Maintain a record of attendance at all Board meetings; 
• Verify the presence of a quorum; 
• Attach submitted reports to the minutes. 

 
 

2. Distribute League records: 

• Send draft Board minutes and highlights to thePresident and President-elect for 
review; 

• Link draft minutes and all reports and other materials for the Board meetings to 
the agenda for Board member access;  

• Maintain Google Drive Shared Drives, board members’ account access including 

passwords; 
• Coordinate with President and President-elect to maintain file of all minutes, with 

corrections, and attachments; 
• Provide copies of the minutes to LWVUS and LWVNM as requested. 

 


