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Secretary

Position Overview

The WIL Board Secretary takes minutes of the Board meetings and Board Retreat meetings. 

MONTHLY DUTIES:

1. Review board minutes from previous month meeting.

2. Attend the monthly luncheon. (11:15 arrival time, 2nd Thursday of every month minus July)
3. Compose monthly board report. (Due @ 5:00pm Tuesday before board meeting)
4. Attend monthly board meeting. (3rd Thursday of every month)
5. Minutes

a. Take Minutes of each Board Meeting - Board meetings are held the Thursday following the WIL monthly luncheon from 11:45 – 1:00pm; 1 hour and 15 minutes

b. Type meeting minutes in draft form and send minutes to president within one week of the meeting. After president makes changes, make corrections and submit 2nd draft to each Board Member via email; 1 hour

c. After all Board members have a chance to review, make changes, send final document to President no later than two days prior to Board Meeting; 10 minutes or less 

d. Post final draft of approved minutes from prior month in PDF Form on WIL website; 10 minutes or less

6. Compose Newsletter article, if necessary, and forward it to VP of Public Relations. (Due the 25th of every month)
Specific activities recommended by month:

JULY

1. Attend the July board retreat (replaces the July Board meeting) where the upcoming season can be discussed (typically a 3‐hour meeting in the afternoon).

Total Time/mo: 3-4 hours (monthly meeting, board meeting & report)
