Action Ridge Secretary 
Purpose: The Secretary will be responsible for the general maintenance of all Action Ridge related  documents, meeting minutes, and other communications for Action Ridge.
Term: The office of Secretary will be nominated at the appropriate time and voted on by the members of Action Ridge to serve for a term according to the by-laws of Action Ridge.
Duties: The general duties will include managing corporate documents, coordinating and posting meeting minutes, and managing Action Ridge internal emails. In more detail, the Secretary will be responsible for: 
1) Storing and managing all corporate documents. This effort may include working with the Treasurer to file necessary state & federal reports.
2) Setting up and coordinating any required centralized filing systems, such as Google documents.
3) Coordinating all internal emails regarding actions and information notifications with the goal of keeping internal communications at a reasonable and manageable level for the membership of Action Ridge.
4) Coordinating a team of volunteers willing to take minutes at Action Ridge meetings, and confirming someone is assigned to take minutes at each meeting.
5) Reviewing the minutes as necessary for accuracy before sharing any minutes with membership, and on the Website.
7) Working with the Communications Coordinator to get the minutes posted to the website in a timely manner.


