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	POSITION:
	Secretary


	TERMS:
	Refer to the association Bylaws.


	QUALIFICATIONS:
	In order to be eligible to hold office or represent the association as a delegate to General Convention or Alumnae Panhellenic, a member must be in good standing.


	SUPPORTED BY: 
	Alumna Relations Specialist
Alumnae Experience Department


	KEY COLLABORATORS:
	President, Treasurer, officers elected by the association, and the Alumna Relations Specialist


	OVERVIEW:
	The alumnae association Secretary serves as a member of Executive Board. With Executive Board and support from the Alumna Relations Specialist and Alumnae Experience Department, they should provide opportunities for engagement across generations and encourage the participation of alumnae in the Fraternity’s programs. The Secretary should keep accurate records of the association’s members, maintain historical records, and help to celebrate the Kappa anniversaries of members.


	TIME COMMITMENT:
	1–5 hours per week


	RESPONSIBILITIES:
	Request topics from board members to be discussed at association meetings and compile items to create the agenda. Send the agenda to all association board members one week in advance of the meeting.

During association meetings, ensure that everyone follows the agenda and work to keep everyone on track to demonstrate that everyone’s time is valued. 

Record minutes of all association meetings and share with the membership of the association following the meeting.

Keep historical records and maintain archives of the association. 

Send alumnae association news to the Alumna Relations Specialist and the Editor of The Key. 

Identify and order award pins for any eligible 50-, 65-, and 75-year Kappas who want to be honored by the association. 

Check membership rosters regularly for any changes that have been made.

Collaborate with board members to send at least one newsletter each year to everyone in the association’s membership roster. The newsletter can be electronic or hard copy.

Foster collaboration by empowering others to participate and being a role model and active member of the association. 

Encourage the members of Executive Board by recognizing and celebrating accomplishments. 

Identify and utilize the talents and skills of members of the association and encourage members to aspire to leadership roles. 

Through delegation, encouragement and mentoring, provide opportunities for personal and professional growth of members to build new skills. 

Vote on any question requiring the action of the association prior to the next meeting or on such matters designated in the alumnae association Bylaws. Report on any such action to the membership. 

With Executive Board, appoint a representative to the local/area Alumnae Panhellenic if one exists. 

Review the Kappa Kappa Gamma Fraternity Bylaws, Standing Rules and Policies, along with the association Bylaws and Standing Rules, at the beginning of each term of office. 

[bookmark: _GoBack]In partnership with Executive Board, appoint chairmen and committees as necessary. 


	TRAVEL:
	If the President is unable, attend General Convention held in June of even-numbered years.

Attend additional meetings, events and activities as requested. 


	PERSONAL BENEFITS:
	Personal and professional growth in team building, interpersonal relations, project management, conflict resolution, and strategic planning. 

Opportunities to work with alumnae in varied settings and situations and build relationships with other Kappa Kappa Gamma officers and volunteers. 

Opportunities for building close friendships, participating in mentor/mentee relationships, and representing the Fraternity.
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