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A. TITLE OF POSITION:  Secretary 
 
B. ELECTED OR APPOINTED: Elected 
 
C. DURATION OF POSITION: Two years 
 
D. TERM OF OFFICE:  June 1 through May 31 
 
E. VOTING/NON-VOTING: Voting 
 
F. LINE OF COMMUNICATION: NE Chair 
 
G. GENERAL RESPONSIBILITIES: 
 

1. Record the minutes of Executive Committee and annual NE business meetings. Within two weeks, send 
(email) draft of minutes to Chair, Chair-elect, Past Chair, Treasurer, NE Administrative Assistant and ADA 
Practice Team Liaison for review. Make changes in minutes and send/email complete copy to all 
Executive Committee members. 

 
2. Within one week after meeting or conference call, secretary will submit via email a Task List for all NE 

Executive Committee and committee chairs, which is pulled from information in the minutes. 
 

3. Write a report of FNCE NE speaker's programs for the winter newsletter. The Secretary must assign this to 
another NE member attending the session, if he/she is unable to attend the session. The member would 
then submit their report to the Secretary for edits. Edited copy would go to newsletter editor by 
deadline. 

 
4. Mail or email copies of any minutes requested by any NE member as soon as possible. 

 
5. Respond to all NE correspondence that is not handled by Administrative Assistant as requested, and 

maintain duplicate copies for files. 
 

6. Upon verification from ADA online election vote, notify all ballot candidates by phone and email the 
election results. Send by regular mail a hard copy for their permanent records. 

 
7. Submit agenda items and quarterly reports as directed prior to each EC call or meeting.  

 
8. Submit documented expenses of office to Treasurer on proper forms on a regular basis. 

 
9. Participate in all EC meetings and annual business meeting. 

 
10. Maintain current files/notebook of NE activities pertaining to this office to be transferred to the 

incoming Secretary by June 30. Files transfer can be electronic or on CD. 
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11. Perform duties as directed by NE Chair. 
 

12. Assist Website Coordinator, as needed, to keep the Website current, timely, and accurate. 
 

13. Represent Website Coordinator at Executive Committee meetings if he/she is unable to be present. 
Website Coordinator to submit agenda items, and quarterly reports prior to meetings directly to 
administrative assistant. Secretary to discuss website report with website coordinator prior to meeting. 
 

 
H. REPORTS REQUIRED: 
 

0. Reports for winter newsletter on FNCE NE speakers programs 
 

1. Annual Report to Chair, if requested 
 

2. Quarterly Reports 
• August 
• October 
• January 
• April 

 
I. TIME SPENT IN ACTIVITIES:   
 
           Average of 4 hours/month, with up to 5 hours/month during month 
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