Sugar Creek Swim Club

SECRETARY
PURPOSE:
To record, archive, and maintain records of all Board activities, policies, bylaws, documents, and meeting minutes.
The Secretary shall have the custody and care of the corporate records of the Club, shall attend all meetings of the members and of the Board of Directors, shall keep a true and complete record of the proceedings of all such meetings, shall file and take charge of all papers and documents belonging to the Club, and shall perform such duties as may be prescribed by the Board of Directors.
DUTIES:
· Record and archive meeting minutes of each meeting of the Board
· Maintain current copies of club bylaws and policies in a manner that makes it available to the general membership (copies in pool office and on team website)
· Archive club documents according to records retention policy
· In the process of conducting annual board elections through a ballot vote, the Secretary shall tally the votes of the members and report the results 
ACTIVITIES:
· Attend all meetings of the Board 

· Document topics addressed and decisions made, transcribe for distribution to board members for review and approval

· Receive copies of all club documents for archival, including:

· Volunteer documents

· Vendor contracts

· Meet letters

· Team rosters

· Athlete records (times)

· Financial records
· Coaches’ reports
SAMPLE GOALS:
· Define processes for electronic and paper records archival
· Define a document destruction policy
