





Position Description - Secretary
1.
Communication Coordinator
a.
Maintains association filing system for:

*
Correspondence

*
Committee, task force, executive committee, and board reports

*
Association business files and legal documents

*
Reference materials

*
ASHP affiliation documents and reference information

*
Appointment, acceptance, and information folders for committees and task forces.

b.
Receives and files appropriately copies of all correspondence which relates to the association and its activities.

c.
Coordinates the distribution of correspondence and minutes to officers and others according to organization operational policies.

d.
Develops and implements guidelines and procedures to coordinate and distribute relevant information to members, committees, board members and officers of the association, and the associations local components.
e.
Responsible for ensuring the maintenance of association archives and history files.

f.
Serves as secretary for all board, executive committee, finance committee, and membership meetings, and prepares and distributes minutes of these meetings.

2.
ASHP Contact
Maintains regular contact with the American Society of Health-System Pharmacist (ASHP) Division of Member and Affiliate Relations and Forums
a.
Forwards name, address, and contact information updates for officers, board members, and committee chairpersons.

b.
Forwards copies of newsletters, news releases, journals, program announcements, and other material that has been mailed to the affiliate's membership.
c.
Submits copies of proposed amendments to the state chapter constitution and bylaws to ASHP for review and comment, prior to final submission to the membership for ballot.  Also, forwards to ASHP a clean updates copy when such changes are official.
d.
Submits summaries of association minutes and financial reports including minutes of committees, task forces, ad hoc groups, board meetings, executive committee, and membership meetings.
3.
Meeting Coordination
Assists the president and executive committee with preparation of agenda and background materials:

a.
Distributes board and executive committee meeting agenda and background information at least ten (10) days in advance of the scheduled meeting.

b.
Distributes general membership meeting agenda and background information at least 30 days in advance of the scheduled meeting.

c.
Prepares and distributes background materials with, or in advance of, agenda.

d.
Prepares and mails meeting notices for board and executive committee meetings.

4.
Membership Records  


(In some organizations these activities may reside with the Membership Committee)
a.
Responsible for maintaining current membership list.

b.
Jointly processes new member applications and member renewals with the treasurer (or chair of membership committee) in accordance with pre-established policy.

c.
Processes and files routine correspondence for membership service problems.

d.
Provides periodic reports to officers and Board covering new member growth, member retention, and growth trends of membership for other associations, etc.

6.
Election Services
a.
Validates that all candidates are active members in good standing.

b.
Prepares and mails ballots and election information.

c.
Works with tellers to process and count all valid ballots.

d.
Prepares election report for the president and newsletter editor.

e.
Prepares and distributes news release to distribute election information.

7.
Corporate Business
a.
Works as a member of the corporation's (association) Board of Directors to develop and implement an effective and efficient management program for the affiliate.

b.
Accepts additional responsibility and authority, as necessary, from the president and Board of Directors.

c.
Serves as an active and participating member of the Board of Directors.

Position Description - Secretary
1.
Serves as a member and secretary of the Board of Directors.

2.
Presents annual report to House of Delegates describing chapter activities for the past year.

3.
Prepares and mails ballots for all chapter elections.

4.
Maintains officer name and address listing for board and local affiliated chapters.  Reports any changes in chapter officers to ASHP and submits a list of newly elected officers and members of the Board of Directors to ASHP immediately following election.

5.
Corresponds with ASHP Vice President, Office of Membership and Organization Liaison.

6.
Assures that November newsletter has a call for delegates for the ASHP House and state chapter House.

7.
Annually conducts election of delegates to the ASHP.

8.
Prepares for the chapter's Annual Membership Meeting by:

-
prepares and distributing minutes of previous year's session
-
prepares a report of completed activities for the president

-
ensures new board members and officers are invited
-
preparing name tags and place cards for the head table
-
ensures that appropriate recognition is prepared for outgoing officers.
9.
Prepares Board of Directors minutes and mails them to all board members, affiliated chapter presidents, and ASHP Director, Chapter Services, within ten days of each monthly meeting.

10.
Serves as custodian of all official documents and is responsible for the recording of all activities and projects of the affiliate.

11.
Understands organization policies and procedures and is knowledgeable in parliamentary procedure.

12.
Assists the president in preparing the agenda for board meetings
13.
Trains the incoming secretary.

14.
Serves as member of the committee on finance
15.
Prepares and mails meeting notice indicating date, time, place and purpose.

16.
Maintains current membership lists.

17.
Maintains a copy of the official ASHP reference materials.

18.
Responsible for organizational correspondence as directed by the president.
19.
Certifies the results of the election of delegates and alternates to the House of Delegates.

TERM OF OFFICE - two years (elected by membership)

