Recording Secretary Role and Transitional Activities
Title:	Recording Secretary

Purpose:	
· Recording Secretary shall be responsible for keeping accurate records and tracking of the proceedings at meetings and other events as agreed upon with the President.
· Committees shall present committee reports in writing to the Recording Secretary, include the names of the members, and place an asterisk against those present

Responsibilities:	In accordance with Chapter Bylaws, the Recording Secretary shall:
· Record accurate minutes of the business of all meetings of the Chapter and the Executive Committee; 
· Maintain an orderly up-to-date book of minutes; keep a file of committee reports; 
· Keep an official membership roll and attendance of members per meeting; 
· Make minutes and records available to members upon request; provide the presiding officer with pending information for the following order of business; 
· Record accurately all motions and amendments and all other required duties.


Partners With:
· Eastern Area Secretary
· Chapter President or Designee
· Vice President
· Financial Secretary
· Treasurer
· Technology Team 
· Marketing and Communications (to include social media)
· Other as needed

Qualifications:	 

· Willingness to learn and embrace The Links Incorporated vision, mission, strategic plan, and other guiding documents.
· Working knowledge of Roberts Rules of Order 
· Strong Oral and Written Communications Skills
· Ability to use tools that assist in operational efficiency


Other Responsibilities:
· Operations
· Timely generation and distribution of Executive and Chapter meeting minutes, as well as, any agreed upon records
· Emails
· Set up distribution list(s) as needed
· When sending out an email all correspondence should be a “blind copy (BCC)
· Other Correspondence
· Responsible for reporting to the Eastern Area Secretary concerning any deaths of Links, Connecting Links, or Heir-o-Links
· Calendar (e.g. Team Up) 
· Use the Team Up calendar for any event or activity that are/will be scheduled by this position 
· Meeting Minutes
· Send out the meeting minutes and any related correspondence as agreed upon with the President or designee
· Standard Folders 
· Work with the Technology Committee to set up standard file folder (thumb drive, other storage media) as needed by this position
· Document any online account information such as system log in information, permissions, etc. consistent with the Chapter transition planning process 
· Communicates in a timely manner to include but not limited to: email, voicemail and text messages.  These communications should occur within 48 hours of receipt

