PWOC HEART AND HAND USA:  Secretary



RESPONSIBILITIES
The job of Secretary is one that offers the opportunity to serve God through service to one’s local PWOC.  The Secretary should be someone who is committed to PWOC and attends meetings whenever possible.  She will be expected to attend the annual conference, Regional or National, if possible.  The Secretary is the person who handles most of the official records of the chapter.  Because of the nature of her duties, the Secretary should be someone who can type and has access to a computer, word processor, or typewriter.  It is helpful if she has access to the internet (e-mail), but this is not a prerequisite.

Praise the Lord, O my soul, and forget not all of his benefits.

Psalm 103:2

Each local PWOC will have its own list of duties for the Secretary.  The specific duties of the Secretary usually include keeping the minutes of board meetings, compiling and submitting the Quarterly Report form to the Regional Secretary (or person designated to receive it), and handling any correspondence the President needs her to handle.  The Secretary notifies the board members of meetings, presents the previous month’s minutes for approval at the meeting, and takes notes for minutes at the meeting.  She should type a draft copy of the minutes to give to the President for her correction before she provides a final copy to each board member.  She also keeps one for her own file, and gives one to the chapter’s Chaplain Advisor.

Quarterly Reports

Quarterly Reports will be remitted to the Regional Secretary for the periods of January-March, April-June, July-September, and October-December.  These reports are generally due 15 January, 15 April, 15 July, and 15 October to the Regional Secretary.  Quarterly Reports are extremely important to your chapter.  These reports keep Regional and National informed of all aspects of your chapter.  A sample Quarterly Report form is shown in Secretary-Attachment A of PWOC Heart and Hand USA (pp. 2.1.4-4 – 2.1.4-5).

Record Keeping

Since this position is one of official record keeper, the Secretary should acquire and keep for the record certain documents.  These would include her chapter’s constitution and bylaws, board job descriptions, board minutes, board reports, rosters (Local, Regional, National), copies of forms (after-action reports, purchase order request forms, committees report forms), and the Quarterly Reports for the region.  The outgoing Secretary should have a continuity folder to pass to the incoming Secretary thus creating a chapter record, which could be consulted as necessary.

In today’s busy world, it is helpful for the Secretary to remind board members of upcoming meetings.  This can be done by phone, in person, mail, or by e-mail.  You can time the distribution of last month’s minutes with the upcoming agenda to fall a week or so before the new board meeting and let that serve as your reminder.  If you know a board member cannot attend the meeting, suggest her report be passed to you or to another board member.

Minutes

The minutes occupy a large proportion of a Secretary’s time, so let’s look at the minutes just a bit more.  The Secretary will be taking notes concerning decisions made and actions taken at the board meetings.  Minutes are not a record of everything that is said but rather a record of accomplishments and decisions.  Some people like to record the meeting using a tape recorder to ensure accuracy.  However, if you decide to do this, you must have everyone’s permission.  It is easiest on the Secretary if the minutes follow the same sequence as the agenda.

Minutes should contain:

· name of local PWOC,

· date, time, location and type of meeting,

· business discussed,

· decisions made,

· names of people accepting future responsibilities or tasks,

· dates to be noted and deadlines set,

· signature of person preparing the minutes.

Secretary-Attachment B of PWOC Heart and Hand USA (pg. 2.1.4-6) shows a sample format for writing minutes.

It is helpful to use formatting features to increase readability.  For example, you can bold all names, and underline all dates.  This helps when scanning for a particular detail in the minutes.

Minutes can be distributed by e-mail to those with the capability and handed or mailed to those without.  This saves money by lessening the number of paper copies of the minutes the secretary needs to make and the amount of postage it takes to send them.  It saves her the time of tracking down board members to give the minutes in person.  The distribution of the minutes and the agenda can be a means of reminding board members of upcoming meetings.

Try to take advantage of technology whenever possible.  For instance, submitting the minutes to the President for review can be done by e-mail if both the Secretary and the President have the ability to send and receive attachments.

Remember, accurate and concise minutes form a priceless part of your PWOC.  They provide an accurate way for board members who were not able to attend a meeting to stay current.  They refresh memories.  They keep people accountable.  They keep your Chaplain Advisor “in the loop.”  Also, it is important to remind board members that copies of all the year's minutes should be passed down in their continuity folder to their successor.

OTHER POSSIBLE DUTIES

In some chapters, the duties of the secretary will include keeping the annual chapter history.  Some chapters have an historian who does this.  Sometimes the secretary serves as the Financial Secretary as well, but in many chapters, this is a separate position.  As such, she would be responsible for submitting fund requests under the guidance of the President.  (For the specific duties and responsibilities of the Financial Secretary, refer to Section 2.1 Chapter 5 of the Training Guidelines and Section 1.4 of the Operating Procedures and Guidelines under Financial Secretary.)  The Secretary may maintain and publish a PWOC roster, or the Participation or Membership Chairman may do this.  The Secretary may be asked to prepare the newsletter and publicity materials, but these too are often separate positions.
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