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 Role:  Volunteer Secretary 
 Time Commitment:  Approximately 4-5 hours per month 
 Posi�on Descrip�on: 
 The role of the Secretary is to ensure that accurate and sufficient documenta�on exists to meet legal 
 requirements, and to record minutes of mee�ngs and maintain membership records. 

 Authority and Accountability: 
 The Board of Directors is the legal authority for the Livingston Community Associa�on. The Secretary is 
 accountable to the Board of Directors. As a  member  of the Board, the Secretary is in a posi�on of trust 
 for the community and is responsible for the effec�ve governance of the organiza�on. 
 The Secretary must assist in developing and maintaining posi�ve rela�ons among the Board, commi�ees 
 and Community to enhance Livingston’s mission and vision. 

 Requirements: 
 Requirements of the Secretary include: 

 1.  Commitment to the work of the organiza�on 
 2.  Willingness to serve on commi�ees and a�end commi�ee mee�ngs 
 3.  A�endance  at  monthly  Board  mee�ngs,  commi�ee  mee�ngs  when  needed,  Annual  General 

 Mee�ngs, and membership mee�ngs 
 4.  Support of and par�cipa�on in special events and fundraising ac�vi�es 
 5.  Knowledge and skills in word processing, organiza�on and filing 
 6.  Member in good standing of the Livingston Community Associa�on 

 Term: 

 The term shall be two years a�er elec�on at each Annual General Mee�ng and shall not exceed four 
 years as outlined in the Bylaws. 

 General Du�es: 

 The Secretary must: 
 1.  Be a member of the Execu�ve of the Board 
 2.  Be in charge of all correspondence of the Associa�on under direc�on of the President and the 

 Board 
 3.  Ensure accurate minutes are kept of all mee�ngs. 
 4.  Be designated a signing authority on all bank accounts of the Associa�on 
 5.  Ensure that all records of the Associa�on, other than financial records, are properly maintained 
 6.  Ensure that a record of names and addresses of all members is kept by the Director responsible 

 for Membership, and cause all no�ces of mee�ngs are sent as required 



 7.  Distributes mails received in Community mailbox 
 8.  Carry out other du�es as may be assigned by the Board. 


