
SECRETARY

Job Description
QUALIFICATIONS:
· Must be a current member of the National Association of Housing and Redevelopment Officials (NAHRO) and be in good standing with National NAHRO, Regional and State Chapters.
· Must have an active and positive working relationship with the State Chapter.

· Must have the ability and finances to travel to regional conferences (two per year) and national conferences (three per year).
The office of secretary of Southwest NAHRO has more responsibility and duties than most members realize, and listed below is information to assist the incoming secretary.

Term of Office:
The normal term of office of a secretary is two years beginning October 15th of the election year to September 30th of the second year, unless there is an unexpired term of another officer to

complete.

Meetings:

The annual meeting is held in June of each year. On-site meetings you will be expected to attend: Steering, Executive committee, Annual and if applicable, the nonprofit-Affordable Housing Finance Corporation.

One executive committee meeting is held in January of each year. On-site meetings: Steering, Executive Committee, and if applicable, Affordable Housing.

One officers and directors meeting/training is held in August every other year. On- site meetings: Steering, Executive Committee, and if applicable, the nonprofit corporation - Affordable Housing Finance Corporation.

Introduction:
The first order of business is to get a copy of the Southwest NAHRO by-laws and copy of the leadership roster form the regional service officer. Familiarize yourself with the various offices, committees, and membership.

Take a copy of the membership roster to every meeting. Familiarize yourself with all members of the executive committee and the steering committee. You will be jotting down the person that makes a motion who seconds it at all the committee. A nonmember cannot make a motion, nor second a motion. It is helpful if the president repeats who makes the motions, but this in not always the case. If you are unsure, ask immediately!

Preparation Work:

About a month-to-six weeks before the next scheduled meeting, work closely with president to formulate agendas for upcoming meetings (steering, executive committee, annual and if applicable, the nonprofit corporation). You may use the same format as previous agendas. Mail copies of the agenda and copies of all minutes of the previous meetings to the regional service officer who is turn, is responsible for the copying and distribution to the membership at the upcoming meetings. Retain the originals for your records. The regional service officer will also assist in sending faxes or e-mails of pertinent information to the officers and members of the executive committee.

Find reports submitted at the last meeting by the vice president of the five standing committees, make five copies and send a set to each vice president no later than a month before upcoming meeting so they can prepare their respective agendas: Housing, Professional Development, Member Services, CR&D and Commissioners.

To prepare for the upcoming meeting, you will need three letter-size folders with inside pockets, sometimes referred to as report covers. Mark one "Steering Committee", another "Executive Committee" and the third "Annual Meeting." In one side of the pocket, keep a copy of roll of the members of the respective committees, copy of the respective minutes of the last meeting, copies of requests for excused absences, copies of any business to be take up, and a note pad. Save one side of pocket to put copies of reports and other documents that need to be attached to the minutes.

Roll Call:
At each meeting, you will be calling the roll of members and making them present or absent. Make a duplicate of the respective rolls, mark one as "original" and one as "travel copy." Remember to post attendance on the original copy. Keep your roster up-to-date. Post any reappointments, delete any resignations or any who have been taken off the committee for nonattendance. The original roll is always filed on top of the book of minutes in the respective minute book(s).

The normal procedure for a committee member to obtain an excused absence for the upcoming meeting is to write the president in advance of the upcoming meeting. These requests are usually passed along to the secretary who must keep track of any excused absences, and read them at the same time the roll is called.

The by-laws state that when a member misses two consecutive meetings and absences are not excused, his or her place is automatically vacant. After the meeting, make up a report for the president of absentees who have not requested an excused absence. This applies to Southwest NAHRO appointees, not necessarily those appointed by National NAHRO. It is the decision of the president to act, or refrain from acting on this regulation.

RESPONSIBILITIES:
· The Secretary must attend all business meetings of the association, keep attendance records of executive board, record all actions, transcribe minutes: keep original reports, resolutions proposals, etc. and attach to minutes; follow through with board actions and/or advise the president of same.

· The Region bought a tape recorder to assist the secretary in taking minutes, however, you must still take notes on who make every motion and who seconds it. I advise you to take as many notes on actions as possible. It is possible to have total blank taps when you return to the office, and have to reconstruct the minutes for the notes, memory and help from various members. Laptop computers have also been used, but unless you are an exceptionally speedy, you will be unable to keep up to get everything you need for the minutes. It is to your discretion as to how to take the minutes, but it is your responsibility to make sure all actions are recorded.

· Plan to transcribe the minutes of all meetings as soon as possible after the conference while it is still fresh on your mind. It is easier to get reports from the membership, also. Use the same format for the minutes as used in previous meetings. Use letter-size paper, it is easier for the RSO to copy.

· Members are instructed to bring written reports but they do not always comply. Then it falls on you to transcribe their verbal report, or make sure they send you a written report to be attached to the minutes. Mail/fax a letter to those who fail to hand you a report at the meeting and ask them to send it to you. Transcribing three-to four-hour business meeting can be very time-consuming and a large task for the secretary. The president must keep reminding them to bring written reports.

Steering Committee:
During the steering meeting, you must pay close attention for any issue or issues that need to be referred to the executive committee for action. Keep a legal pad handy to make notes so the president can bring up the items in the executive committee meeting.

Follow this procedure when an annual meeting is held in conjunction with the steering and executive committee meeting. The membership needs to know about items discussed or passed in the executive meeting.

Transcribing minutes:
Follow format of previous minutes. Under roll call, refer to your attendance roster to get the names of those members present, absent or excused and note it in the minutes. Continue transcribing minutes from the audio cassette tapes and your hand written notes taken during the meeting.

Retain the original copy in the respective minute book(s) along with the original of all reports. The secretary is responsible for keeping track of all business records of the association, including the previous administrations. The out-going secretary will furnish you records from previous meetings. The record books are passed on from secretary-to-secretary.

National Reports:
After each meeting, the president must make a report to National NAHRO advising them of any pertinent matters brought up at the executive committee meetings. This information is furnished to the president from the minutes. Any resolutions referred to National NAHRO from the executive committee are included in this report.

Any appointments or re-appointments or elections to national committees passed by the Executive committee need to be sent to the executive director of National NAHRO as soon as possible after the meeting. The appointee also needs a copy of the letter because National NAHRO doesn't always follow up to let the appointee know of his or her appointment or elections to a board or committee. Also send a copy to the regional service officer, who keeps Southwest NAHRO member roster.

Other duties:
If you work in the same office with the president or close proximity, he or she may enlist your help with member appointments, or re-appointments. This is another very time-consuming task. Any actions involving member information, appointments or re-appointments, resignations, meetings, current events, etc. need to be forwarded to the regional service officer, who keeps the membership records.

End of Term:

When your term is completed, or you separate from the association, forward the business records the president or next secretary, along with these instructions. It is very difficult to learn everything you need to know without any instructions or training.

