
Section: Job Responsibility     Number: 101-02.4 
 
Subject: Secretary     Date: Last Revised March 2009 
         
 
Reports to: Executive Committee and BOD 

 
Purpose:  Maintains all records for SCAPAN (other than financial records). 
 
Role & Responsibility:  Maintains a current membership in ASPAN/SCAPAN 
 

1. Has ready access to a computer to quickly access business of the Association.  
 

2. Records minutes of all BOD meetings for the association 
a. Provides a copy of minutes to BOD within 30 days of meeting 
b. Assists president as requested to send a copy of agenda to board members prior to 

each meeting 
c. Provides the minutes of the previous meeting for approval at next meeting 

 
3. Preserves the official files and records of SCAPAN and passes on to successor 

 
4. Serves a two-year term, may succeed self for one consecutive term 

 
5. Collaborates with the Treasurer to maintains a current roster of SCAPAN members: 

 
6. Sends out SCAPAN information for each committee as requested to include: new 

member information, letters from the President, etc 
 

7. Assumes other responsibilities as directed by the President 
 
      8.   Assists with registration or other duties on the day of annual conference.  
 

9.   Reviews job description each year and makes recommended changes to the Vice- 
President / President Elect. 
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