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Shares the responsibilities listed in the Board of Directors’ job description. 
• Records attendance of the members and guests at each board meeting and 

membership meeting. 
• Records minutes at all meetings: regular, special club and board meetings. 
• Provides electronic files of minutes to the board for review, with final copies to 

the board, the website administrator for publication on the website, and to the 
Sam-O-Gram editor. Ensures that the final minutes of each meeting are stored 
in the approved location (currently Google Drive/DSA Executive documents 
folder). 

• Working with other board members (currently the Vice-President), ensures that 
the record of motions made at meetings is correct. 

• Creates membership voting roster for annual election of officers and any 
other votes requiring the input of the membership. 

• Keeps records well organized for quick reference. For instance, membership 
roster, officer, board, and committee chairperson listing, previous minutes 
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(Difficulty Rating: Moderate; Time: 7 hr/mo) 

(Di$iculty Rating: Moderate; Time: 7 hr/mo) 


