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BOARD SECRETARY JOB DESCRIPTION
· May, but is not required, to be a member of the Board
· Maintains records of the Accountability Lab
· Ensures proper notice of each meeting of the Board in accordance with the Bylaws
· Prepares, or oversees and ensures the preparation of minutes for each meeting of the Board
· Ensures that minutes are distributed to Board members shortly after each meeting and are approved by the Board on a timely basis (typically, at the subsequent Board meeting)
· [bookmark: _8wmwzkchw47u][bookmark: _GoBack]Is sufficiently familiar with Bylaws, policies and other applicable legal documents to note applicability during meetings or follow up with Counsel after the meeting to reconcile. 
· [bookmark: _1fob9te]Perform other duties as are customarily incidental to the office of Secretary and/or as may be assigned by the Board from time to time
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