
V.P. FOR COMMUNICATIONS (SECRETARY)

Position Summary:

Take minutes of chapter meetings and provide notice of meetings.  Maintain chapter records and history.  Provide timely and comprehensive information to chapter members about programs, seminars, and other matters of interest via chapter publications.  Provide timely and comprehensive information about the chapter to external resources.  Create and maintain a favorable image of the chapter working for the professional development of its members by:  (a) keeping membership informed of chapter projects, activities and upcoming meetings, and (b) disseminating relevant professional information viewed as beneficial to the members.
Responsible To: 

The members of the chapter

The Chapter President 

Responsibilities: 

· Chair chapter History & Legacy Committee

· Maintain a record of attendance at meetings of chapter and board of directors

· Prepare minutes of all board of directors' meetings and regular chapter meetings.  Publish minutes of chapter meetings in following month’s newsletter.  Forward minutes of board of director’s meetings to each director within 3 days of meeting.  Receive and compile amendments to meeting minutes.

· Compile, edit, design, and lay out the final copy of the newsletter.  E-mail newsletter to members.  Establish a reporting network, plan issue, and write the final copy (or edit copy supplied by others) for each issue.  Coordinate production of the newsletter and production schedule.  Ensure that issues go out on time.

· Distribute to the membership all meeting announcements and other information.  Some information should also be sent to the district director, state director, and SHRM Regional Team.

· File in the Chapter Administration Guide or other permanent record:

· Original chapter bylaws and dated copies of each amendment to those bylaws.

· A list of current officers, committee members, and general membership.

· Copies of all chapter publications.

· Approved and signed minutes of all Board of Directors and membership meetings. 

· Participate in short-term and long-term strategy planning for the chapter.

· Represent the chapter in the Human Resources community.

· Attend all monthly membership and Board of Directors meetings.

Resources Available:

· SHRM supplies the following resources for Chapter Communications Officers and Secretaries

· Chapter Chatter Guidelines

· How to Publish a Chapter Newsletter

· Working with the Media

· Guide to Maintaining Your Chapter’s History

· Secretary’s Guide to Taking Minutes

· SHRM Leaders Guide 

· And MUCH MORE…available online at http://www.shrm.org/chapters/resources/chaphelp.asp
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