
Greater Chicago INS Chapter – Role of Chapter Secretary
The Secretary participates in all chapter activities including chapter conference calls, board meeting and chapter events.  
The Secretary is responsible for all chapter correspondence with chapter members.  This includes and is not limited to:
· Notification of all chapter activities, meetings and events etc.
· Formal documentation of all activities via meeting agenda and meeting minutes
· Responsible for the documentation of meeting minutes or assigning representative to document meeting minutes if Secretary will not be present
· Responsible for creating and forwarding meeting agenda and minutes to all members for review and additional feedback/comments as required
· [bookmark: _GoBack]Maintaining chapter database/files including and not limited to meeting minutes and meeting agendas
The Secretary maintains and submits the chapter membership list to the INS national office (preferably in a database or Excel file).
· Works closely with Membership Committee to maintain membership database.  Utilizes contact information received from committee in order to maintain and update email contact list for accurate email distribution of chapter communication, activities and events.  
The Secretary routinely and closely monitors all emails received via chapter email account.  Addresses any questions or concerns received and/or forwards content to appropriate board member, committee chair or chapter member for follow-up.  
The Secretary performs any other duties as assigned by Chapter President.  
Time commitment:  6-8 hours/month

