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CAVA Position Description – Secretary

1. Title:  Secretary, CAVA 

2. Purpose:  To maintain written record of CAVA business.  
3. Duties:  

a. Keep minutes of all CAVA Executive Committee meetings.  

b. Maintain written copy of by-laws and policies, making revisions as voted upon, and making them available to members as needed.  

c. Be responsible for CAVA membership correspondence (such as Professional Development and Skill Builder flyers, etc.) excluding thank you notes to guest speakers and membership materials.  

d. Recruit another CAVA Executive Committee member to act as Secretary when unable to fulfill duties.  

e. Be prepared to assume duties of the CAVA Chair in case of their absence.  

f. Provide a copy of the year’s meeting minutes, by-laws, policies, job descriptions, and other correspondence for archival file.  

g. Other duties as deemed necessary by the Association.  

4. Time Commitment: 

a. Attend all monthly CAVA Executive Committee meetings; 12 times per year

b. Attendance encouraged at all CAVA Programs; six times per year 

c. Attendance encouraged at all Member meetings; six times a year  

d. Additional time as needed to fulfill job responsibilities

5. Term of Service: Two-year appointment beginning in January and ending the following year in December.  

4. Qualifications: 
a. Excellent writing skills and attention to detail, 
b. Good people skills and communication skills, both written and verbal.  
c. Knowledge of volunteer program management. 
Secretary is responsible for organizational goal of recruiting members and being an ambassador to the community and representing CAVA as an organization.  This Chair is held accountable for the jobs listed in their position and goals of the organization with the good faith of making every decision with the mission in mind. The Secretary is held accountable by the Board for managing their goals and accomplishments according to the position description administered by President. 
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