CISV JACKSONVILLE  (Draft 2: 6/06) - Incomplete

Board of Directors Job Descriptions

SECRETARY:  (elected), Who Shall:

· Serve a two-year term (proposed)

· Is a member of the Executive Committee

· Become sufficiently familiar with legal documents (Articles, By-laws, IRS letters, etc.)

· Keep or cause to be kept full minutes of all meetings of the Board, including a record of each member's attendance, and acts and votes of the Board and Executive Committee with the Treasurer’s report attached

· Distribute minutes to all board members 10 days prior to Board meeting with a final board approved copy to CISV National President, Liaison and Officer

· See that all notices of upcoming meetings are duly posted either through the internet or phone calls

· Requests reports from board committees and files those with the Official Record of the Chapter. 

· Files annually a complete set of minutes in the Official Record of the Chapter. 

· Receive a copy of all chapter correspondence and information and maintain a file of minutes and correspondence

· Provide oversight for the Historian

· Prepare a year end report describing activities and results.

· Perform other responsibilities as assigned by the Board

I looked over the job descriptions.  I can't say that I have done all of these.  Even as president, I was not familiar with everything and if I had a question would call Susan Brogden at the national office and ask her(and have her sigh and tell me it was in the by-laws).  I think it is a good list to strive for.  The only things I have a problem with is:   1.  Receiving a copy of all chapter correspondence and information and maintaining a file of this.  I don't know how much correspondence we get, but I rarely get any of it, 2.  Providing an oversight for the Historian and 3.  Preparing a year end report describing activities and results.  The last 2, I think should be combined and done by the president(especially if it is someone like Valerie) and then a copy could go to the historian.
