Middlesex Genealogical Society

Secretary

Revised: August 23,2017


Reports to: 

Board & Board President

Length of Term: 

3 years (unless otherwise specified) with a maximum of 9 years as a member of the MGS Board of Directors.

Purpose:

Records all MGS Board and special meetings and takes charge of all books, records and papers of the Society. 

Duties and Responsibilities:

Shall give notice of and record, transcribe, and distribute the minutes of all regular and special meetings of the Board sending them via email, to all the persons on the President’s notification list which shall include members of the Board, Committee chairs, liaisons and others having business before the Board, and any member who requests them.

Shall read minutes of the last Annual Meeting at the current Annual Meeting and bring copies of the minutes to the annual membership meeting for reference.  

Shall have charge of the books, records, and papers of the Middlesex Genealogical Society relating to its organization as a corporation, and shall see that the reports, statements, and other documents required by law are properly kept or filed. These include:

Maintains a current list of Officers, Board members, Committee Chairs and their members, distributing as appropriate.

Maintains Job and Committee Descriptions of the MGS Board Members
Maintains a list of all sign-ons and passwords for MGS website and emails

Maintains a list and copies of MGS job descriptions for Board and Committees

Maintains a copy of the MGS By-Laws

Maintains a copy of the most recent membership and Board of Directors meetings minutes.

Creates the record copy of the minutes in a file for each year, and passes files older than the current year, to the Society Archivist for retention. 

Forward electronic copies to the Archivist for backup.

Directors are required to attend regular, annual and program meetings of the Board unless such attendance is excused by oral, written, or electronic notice to the Secretary of the Board.

Shall attend all Board. Program, and Special meetings of Middlesex Genealogical Society. If unable to attend, shall notify the President who shall appoint a designated substitute. Three (3) consecutive unexcused absences by a director shall constitute an automatic dismissal of such director from the Board.

In general, perform all the duties as may from time to time be assigned to the Treasurer by the President of the Board.

The Secretary should have an emergency backup plan in place ahead of time so that minutes may be recorded or read by if the Recording Secretary must be absent. The President should also be advised in case the Secretary must be absent from a membership meeting and be informed of the substitution.

Provide backup copies of all documents to Librarian / Archivist in paper or electronic form.

Requirements:

Knowledge of Word helpful


