Duties of the Secretary

1. RECORDS

· Keep an accurate record of proceedings all meetings. Record any officers elected, committees appointed and business brought before the club. Use the Secretary’s Record Book.

· Call the roll at the request of the president and record the attendance.

· Read minutes of the last meeting when the president calls for them. Make any corrections or additions given by the members of the club.

2. PLANNING

· Assist in planning the business meeting with the leader(s) and other officers before the meeting. This can be done over the phone if necessary, and it helps maintain order in the meeting. Remind officers of any unfinished business left from the previous meeting.
· Keep in close touch with your club leader, County Extension Office and Agent. Be sure and read the newsletter each month, as it probably has announcements and news that will be useful or helpful to members of your club.
3. CORRESPONDENCE

· Cooperate with the reporter in preparing articles for the newspapers.

· Read correspondence directed to the club when called upon by the president and prepare replies when necessary.

4. PARLIAMENTARY PROCEDURE

· Call meeting to order in absence of president and vice-president and have a temporary chairperson elected to preside.

· Assist the president during the meeting by writing motions as stated. Be responsible for restating the motion.

· Advise the president on matters of business to be taken up. Help start and stop on time.

· Inform the president if it is necessary to be absent. The president will appoint a secretary pro-tem for the meeting.

5. BE OBSERVANT

· All officers should make a big effort to know each member of the club. Make new members feel welcome, and help them get involved by inviting them to be on committees and give their opinion. You serve as a role model to younger members, so try to make your actions reflect the high standards of the 4-H program. Your attitude should stay positive, so others become enthusiastic about the program as well.
· Show courtesy to guests and have them properly introduced to the club.
