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Job Description:

Secretary
Position Summary:
To serve as an elected representative on the Ohio SHRM State Council, Inc.,  Board of Directors, to assist in the development and implementation of Council policies, procedures and practices.  To be responsible for or taking, preparing, and distributing all proceedings of all State Council meetings; maintaining and creating Council records; and securing meeting accommodation spaces and food and beverages for State Council meetings and/or State Council events.

Duties & Responsibilities:
General:
· Attends Executive Committee meetings on a regular basis as scheduled. 

· Takes an active role in discussions at Executive Committee meetings, aiding with the development and implementation of association policies, procedures, and practices.

· Performs other duties as may be requested by the Director or Executive Committee.

· Prepares and distributes meeting minutes for the Board and Executive Committee meetings.  
· Maintains a historical file of Council members, roles and contact information.

· Prepares and distributes a roster, organizational chart, and other pertinent information for the Executive Committee.

· Maintains file of other permanent records such as original Council bylaws and dated copies of each amendment to those bylaws; copies of all Chapter publications; and list of current officers and Executive Committee members.

· Develops, maintains and updates as needed position descriptions for all officers and Executive Committee members.

Annually:

· Attend and participate in all meetings of the State Conference Committee.

· Attend and participate in all meetings of the Council, both executive and State wide meetings.
Requirements:
· Must be a member in good standing of a local SHRM affiliated chapter at the time of nomination and election or appointment and remain so during the term of office.  

· Must be a member in good standing with SHRM during tenure. HR Certification highly desirable.
· Must be responsible and maintain the highest level of integrity.  

· Must have effective organizational skills and demonstrated ability to effectively communicate.  

· Must be able to devote sufficient time to effectively execute the responsibilities of the position (approximately 10-25 hours per month).

The Secretary shall be nominated by the State Director-Elect and must be elected by a majority of the Governing Body.  The election of the Secretary will take place during the term of the State Director-Elect.  Those elected will serve as Secretary -Elect during that same term and become Secretary on January 1 of the next year.  The Secretary will serve concurrently with the State Director for a two year term.  The Secretary may serve a maximum of three (3) two (2) year terms (a total of six years).
Revised 05/18/17

