Secretary 

Duties And Job Description

Concerned Bikers Association/ABATE of NC

November 2007
Members who step up and accept the office of Secretary are a dedicated and critical part of our organization. Communication, dependability, accuracy, and a strong work ethic are vital qualities of a Secretary. 
Chapter Secretary
The Constitution details under Article VII, Section 5 (C) the duties of a chapter Secretary read as follows:

“The Chapter Secretary shall keep full and fair records of all proceedings and transactions at all chapter meetings, including officers meetings.

  He/she shall maintain a membership roster of all chapter members. Membership applications shall be handled as stated in the By-Laws, Section 1 (#4) and mailed to Membership Services.

  The Chapter Secretary shall keep the State Secretary and State Information Director informed at all times of the time, place, and date of all chapter meetings, and shall inform the State Secretary of any chapter officer changes, and prepare a quarterly chapter activity summary to present to the State Secretary at meetings of the State Executive Council.

  The Chapter Secretary shall also insure responsibility of the chapter letter for the state newsletter by writing it him/herself or by delegating the letter to someone else within the chapter.”
The chapter Secretary, in most instances, is responsible for processing memberships for their chapter. Membership Services has a complete outline of instructions and guidelines for processing memberships included in this handbook. Please familiarize yourself and follow these procedures as you go through the membership process.
In some chapters, processing membership applications and maintaining the chapter membership roster are duties assigned to a person other than the chapter Secretary. The same Constitutional duties assigned to chapter secretaries, and the guidelines established by Membership Services, also apply to a person holding this position.  But, ultimately, the chapter Secretary is responsible for these duties.
Chapter Secretaries are required to work with the Chapter Treasurer in preparing the CBA Quarterly Chapter Activity Summary. This report is used to verify your membership records with the State’s records, and should be completed and forwarded to the State Secretary before or at each quarterly state meeting. This report informs the State of:

· All chapter activities and fundraisers
· A record of chapter financial accounts 
· The latest chapter information, changes and updates 
For those with internet access, much of the information requested on the report should be forwarded to the proper state officers as soon as you receive it in order that the State can provide the latest information on the website where applicable.
The state website is an important tool and resource for chapter secretaries. All documents, handbooks, forms and chapter contact information is posted on the website under Chapter Information. 
The Chapter Secretary is responsible for ensuring a chapter letter/report is sent to the newsletter editor for publication in the bi-monthly state newsletter, FRONTLINE. If the Secretary is unable to submit a letter, he or she has the responsibility to see that another chapter member does it. It is not necessary to list all details of your chapter’s actions, but we encourage you to write about what your chapter is currently involved with. Items of interest to other members could include chapter legislative information, poker runs or other fundraisers, MSAP involvement, and personal interest stories about chapter members. Elsewhere in this handbook are newsletter guidelines from the State Information Director.
In addition to the duties and requirements outlined in the Constitution, Membership Services and State Information guidelines, a Secretary may, at times, be asked to do other jobs. For example, depending on the requirements of your chapter President, a chapter Secretary may be responsible for creating and publishing a chapter newsletter. Some chapter presidents ask their secretaries to prepare agendas, arrange travel plans, and other miscellaneous duties as needed. Each chapter has the flexibility to handle these tasks as they see fit within the chapter as long as constitutional guidelines are maintained.
Membership rosters, officer lists, notes and minutes of all meetings and events are property of the chapter and will be turned over to the new Secretary at the end of your term. In the event that a Secretary steps down during his or her term, all records, documents, files, etc, will be turned over to the new Secretary.

District Secretary
There are three District Secretaries in our statewide organization; one each in the Eastern District, Central District and Western District. Their duties follow the same guidelines and rules as outlined previously for chapter secretaries in Article VII, Section 4 (D), with the exception of the guidelines pertaining to processing memberships.
Although there is no specific language in the Constitution defining the responsibilities of the District Secretary, providing the following information to the State will serve to enhance and strengthen our organization while keeping open communication between all factions and levels of leadership.

The District Secretary shall keep full and fair records of all proceedings and transactions at all district meetings, including officers meetings. The District Secretary is responsible to the District Coordinator and will follow all guidelines and duties as assigned by the District Coordinator.
The District Secretary shall keep the State Secretary and State Information Director informed at all times of the time, place, and date of all district meetings and events, and shall inform the State Secretary of any district officer changes. He/she will also work with the State Treasurer to prepare the Quarterly District Activity Summary to present to the State Secretary at (or before) State Executive Council meetings.
The District Secretary shall also insure responsibility of the district letter for the state newsletter by writing it him/herself or by delegating the letter to someone else within the district.
In addition to the duties listed previously, a District Secretary may at times be asked to do other jobs. Depending on the requirements of the District Coordinator, a District Secretary may be asked by their District Coordinator to prepare agendas, arrange travel plans, and other miscellaneous duties as needed. Each district has the flexibility to handle these tasks as they see fit within their district as long as constitutional guidelines are maintained.
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