Women’s Symphony League

Job Description 2011

Final

Job Title

Recording Secretary

Function

To record the official minutes for all WSL meetings: Executive Board,

Full Board, and General Meetings

Term of Position

One year

Peak Work Months

August through May, June and/or July for called meetings

Meetings to Attend

All Executive and Full Board meetings, General Meetings, and any called meetings by the WSL president

Responsibilities

To keep attendance records (to be reflected in the minutes) of Executive and Full Board meetings
To take and type accurate minutes of all scheduled meetings and any meetings called by the WSL president

To distribute minutes to WSL members using email or printed copies

To make any approved corrections or additions to minutes as necessary

Skills Required

Computer knowledge, especially Microsoft Word or other word processing program, organization, communication, a clear and concise writing style

Relationship to Other Chairs (with whom you work)

WSL president
