

POSITION:  CHAPTER SECRETARY
TERM OF OFFICE:  July 1 through June 30
Note:  This is a two year term

DUTIES & RESPONSIBILITIES

Refer to the “Chapter Leadership Manual” available online at the IRWA international website to gain an overall idea of the responsibilities.

At the Chapter level, the following is a list of responsibilities, which are not construed to be all inclusive:
General Responsibilities:
∙ Assist President and President-Elect with their duties

∙ Arrive early to functions to assist President

∙ Fill in for other officers when needed

July

∙ Attend Installation of Officers Banquet

∙ Review CD for Minutes format
∙ Distribute Minutes from May General Membership meeting to Installation of Officers 
attendees
∙ Take Minutes at Installation of Officers Banquet
∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from Installation of Officers 
Banquet to Board members via email for accuracy and make any necessary 
changes
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
∙ Review, update, and distribute via email to officers, Chapter Letterhead for new year 

making any changes to Chair positions, updating the Executive Board positions 

and changing the Secretary address in the footer
August

∙ Attend First Executive Board meeting
∙ Distribute Minutes from April Executive Board meeting to Executive Board meeting 
attendees (obtain from CD)

∙ Distribute and collect sign-in sheet for First Executive Board meeting

∙ Take Minutes at First Executive Board meeting

∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the First Executive 
Board meeting to Board members via email for accuracy and make any necessary 
changes
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
September

∙ Attend Fall Seminar (could be in October) and First General Membership meeting
∙ Attend Second Executive Board meeting (could be in October)
∙ Distribute and collect sign-in sheet for Second Executive Board meeting

∙ Attend First General Membership meeting (could be in October)
∙ Distribute Minutes from August Executive Board Meeting to Executive Board meeting 

attendees (could be in October)
∙ Take Minutes at Second Executive Board meeting (could be in October)
∙ Take Minutes at First General Membership meeting (could be in October)
∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
October

∙ In a timely manner, distribute Minutes from the second Executive Board meeting 

(September/October) to Board members via email for accuracy and make any 

necessary changes
∙ May attend Fall Region Forum
November

∙ Attend Second General Membership meeting

∙ Distribute Minutes from Fall Seminar (First) Executive Board Meeting to Executive 

Board meeting attendees

∙ Take Minutes at Second General Membership meeting

∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the Second Executive 

Board meeting to Board members via email for accuracy and make any necessary 

changes
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
December

∙ Attend Third Executive Board Meeting
∙ Distribute Minutes from Fall Seminar (Second) Executive Board Meeting to Executive 

Board meeting attendees

∙ Take Minutes at Third Executive Board meeting

∙ Distribute and collect sign-in sheet for Third Executive Board meeting
∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the Third Executive 

Board meeting to Board members via email for accuracy and make any necessary 

changes
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
January

∙ During second year of this position, start securing General Membership meeting 

locations and potential speakers for the upcoming term before the end of this term 
with input and recommendations of incoming President
∙ During second year of this position, secure location and speakers for the November 

General Membership meeting before the end of this term with input and 

recommendations of incoming President
February

∙ Attend Fourth Executive Board Meeting
∙ Distribute Minutes from the Third Executive Board Meeting to Executive Board 

meeting attendees

∙ Take Minutes at Fourth Executive Board meeting

∙ Distribute and collect sign-in sheet for Fourth Executive Board meeting
∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the Fourth Executive 

Board meeting to Board members via email for accuracy and make any necessary 

changes
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
March

∙ Attend Third General Membership meeting

∙ Distribute Minutes from Fourth Executive Board Meeting to Executive Board meeting 

attendees

∙ Take Minutes at Third General Membership meeting

∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the Third General 

Membership meeting to Board members via email for accuracy and make any 
necessary changes

∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
April

∙ Attend Fifth Executive Board Meeting
∙ Distribute Minutes from the Fourth Executive Board Meeting to Executive Board 

meeting attendees

∙ Take Minutes at Fifth Executive Board meeting

∙ Distribute and collect sign-in sheet for Fifth Executive Board meeting
∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the Fifth Executive 

Board meeting to Board members via email for accuracy and make any necessary 

changes
∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
∙ May attend Spring Region Forum

May

∙ Attend Fourth General Membership meeting

∙ Distribute Minutes from Fifth Executive Board Meeting to General Membership 

meeting attendees

∙ Take Minutes at Fourth General Membership meeting

∙ In the Minutes, note motions, who made them, who seconded and whether they were 

carried
∙ After this meeting, in a timely manner, distribute Minutes from the Fourth General 

Membership meeting to Board members via email for accuracy and make any 

necessary changes

∙ Retain meeting Minutes on CD to pass onto incoming Secretary for reference and 
retention
June

∙ May attend Annual Education Conference
∙ May attend Region Caucus at Annual Education Conference
∙ Attend Installation of Officers Banquet
∙ At end of two year term, brief incoming Secretary on process and assist at First General 

Membership meeting
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