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               Position Description   - Executive Secretary 

(as of Nov 1, 2005)

The Executive Secretary is the official curator of AF Comm & ATC Association’s documents and correspondence secretary when required. More specific current responsibilities are as follows:

1. To attend annual conventions of Association, record minutes of the annual Board of Directors and Membership meetings, and transcribe them for publication into the Communicator. The Secretary will call for Board approval of the previous year’s minutes as published in a previous issue of the Communicator (or old newsletter), and call for Convention attendees’ approval of the Business Meeting minutes from the previous year’s Convention.

2. To call for and tally Board of Directors voting during their annual meeting, or when permanent records are pertinent for electronic (emails) voting. 

3. To present to the membership body at its annual Convention, or by Communicator presentation, the exact language of any Board action that would require their approval according to the by-laws, or by Board’s urging when outside the by-laws. 
 
4. To monitor the Board’s electronic discussions, recommendations, or voting throughout the year to ensure they are in compliance with the written word or spirit of the constitution/by-laws of the Association. 

5. To maintain copies for preservation or membership request of our constitution /by-laws, all published policy manuals, minutes of meetings, general statements of policy interpretations, Communicator,s or as directed by our Executive Director.

6. To poll the Board members by early August of each year for their projected expenses for the coming Fiscal Year with copies sent to the ED and Treasurer (ensure that the call for the budget is sent out by the Executive Director 90 days prior to the annual board meeting).  These estimates will be copied for distribution by the Secretary at the upcoming Board meeting. 

7. To maintain throughout the year suggested agenda for the next Board Meeting as might be suggested by the ED or any Board member. This listing would be presented in early August only to the ED for his/her editing.  


8. To execute any correspondence as directed by the ED to the membership or outsiders


such as surveys and notifications not in Communicators, or others as they would occur.

9. To present to the Treasurer proper and timely supporting vouchers for reimbursements for normal or ED approved expenses.

10. To be the second signatory to the publisher’s sub-checking account, unless the publisher recommends and the ED approves another Board member.


Approved:  s/t Richard P. Sauer




Nov 1, 2005

                                Richard P. Sauer, Executive Director


           
