Rutgers Master Gardeners of Mercer County
Secretary’s Job Description



Secretary’s Standard Monthly Duties

Prior to Executive and General Meetings:

1. In consultation with the President and the Executive Board, decide whether or      not to make any photocopies of documents or handouts for the Executive and General Meetings.
2. Make copies of the sign-in sheets for the Executive Meeting and the                    General Meeting.
3. Place any documents or handouts at the entrance to the meeting room.
4. Check the Master Gardeners mail slot and distribute mail, as appropriate,	   	   to meeting attendees. Advise absentee mail recipients they have mail. The mail slot should also be checked between monthly meetings.

During Executive and General Meetings:

1. Ensure the President obtains approval of the minutes from the prior   	 	  month.
2. Take notes of the meetings. Include the following information:
a. Date and hour of the meeting.
b. Name and title of person presiding as President.
c. Number of members present and any special guests.
d. Treasurer's report.
e.  A record of all business including committee reports; motions made              and actions taken; all announcements with dates, time and location and all other important discussions.
f. After signature, include the title or description of the program, the speaker’s   name and title.

After Executive and General Meetings:

1. At the conclusion of the meeting the Secretary collects excess handouts for                     
     	disposal.
2. Place one copy of the sign-in sheets and any handouts in the Secretary's Minutes Book.
3. Draft minutes as soon as possible after the meeting. Circulate the draft minutes to the Officers for comment prior to issue of the proposed final 		     version. The President will make the final decision in cases of disagreement.
4. In the event corrections or clarifications to the Minutes are required, the 	      	      Secretary will issue revised minutes on Onelist. 
	4. A copy of the Executive and General minutes, after approval at the monthly   	  	     meeting, will be placed in the Secretary's Minutes Book. A copy of the 	 	 	     Agenda, Calendar and Treasurer's report will also be filed. 

           Other Duties

	1. Prepare and issue official correspondence as directed by the President and 	 	    Executive Committee. A record will be filed in the Secretary's Minutes Book.
           2. The Secretary will attend, with the other Officers, the monthly Officers’ 	  	    	    meeting, as scheduled by the President.
           3. Attend Master Gardener functions as an Officer, as directed by the President,   	    including the New Class Breakfast and Graduation.
	4. File the Secretary's Minutes Book at the end of the calendar year in ITCH. A 	 	    copy of the prior year minutes will also be maintained on a thumb drive held 	   	    by the Secretary. 
 	5. Prepare a new Binder for the upcoming year to serve as the Secretary's 	 	    Minutes Book.
[bookmark: _GoBack]	6. Train the new Secretary, if applicable.	

