	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  Secretary

	Reports to:  President and General Membership

	General Description:

The Secretary shall keep the official minutes of the meetings of the Chapter and the Board. The Secretary shall submit meeting minutes for adoption and review to the Board no later than two weeks past the meeting date. The Secretary shall submit adopted meeting minutes to the Alumni Association Regional Director no later than one week following their adoption vote. 

He/she shall maintain the official copy of the Chapter’s charter, by laws, past-Chapter, and Board meeting minutes, and shall be responsible for archiving the Chapter’s documentation reflecting historical experience from programs and committee work. This shall be recorded through event reports collected from responsible Directors following the completion of an event.

The Secretary will also oversee, along with the President, the Communications Committee and Director. The Secretary will assist in the creation of the Chapter’s quarterly newsletter, email blasts, membership letters, invitations, and all other correspondence the Chapter distributes which will be submitted through the Secretary to the President for approval before publishing. The Secretary will forward event reports to the President.  The Secretary shall be an ex-officio member of the membership and communications committees.   

	Major Responsibilities:

· Meeting Minutes; record of minutes, delivery to Alumni Association, and maintaining all minutes for historical purposes

· Oversee Communications Committees and support Communications Chairperson along with the President

· Maintain history of Chapter through collection of event reports
· Assists in all correspondence that the Chapter distributes
· 

	Helpful Skills:

· Excellent Communication skills
· Proficient Computer skills

· Excellent Organizational skills


	Goals: 



