
WASHINGTON SCHOOL NUTRITION ASSOCIATION

JOB DESCRIPTION
Secretary/Treasurer
Voting Board Member







Term of Office:  2 Years

Job Summary:

The Secretary/Treasurer is a member of the Executive Board and Executive Committee.

The Secretary/Treasurer is the recorder for the Association and keeps accurate records of the Board meeting minutes and maintains permanent records for the Association.  The Secretary-Treasurer insures that an accurate record of the financial transactions of the Association is maintained in coordination with the Executive Director.  
Duties and Responsibilities:

1. Accurately records all minutes of the Delegate Assembly, the Executive Board, and the Executive Committee.

2. Sends appropriate notices and copies of the minutes to the Board.

3. Serves as advisor to a committee as appointed by the president.

4. Reviews all financial activities with the WSNA Executive Director.

5. Monitors WSNA funds, investments, and securities.

6. Submits a financial report at ASC.

7. Submits budget to the Board for adoption.

8. Keeps an accurate record of each meeting in the form of minutes.  Minutes shall be complete, not brief.  All motions in the minutes shall be written in capitals or bold font.

9. Submit a brief WSNA Executive report to the Apple Press.
10. Keep all correspondence.

11. Send cards, etc., on behalf of the Board.

12. Keep an up-to-date roll of Board members, addresses and telephone numbers.

13. Collect the names and addresses of chapter officers each year.  Maintain an up-to-date mailing list.

14. Keep a copy of the Association Bylaws, Standing Rules, with amendments properly entered.

15. Prepare Executive Board and Delegate Assembly minutes, name tags, and other items as requested by the President.

16. Notify Executive Board members of upcoming meetings.

17. Keep minutes of all Executive Committee meetings, Executive Board meetings, minutes of the Delegate Assembly (including roll of members).
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