Secretary

Texas Chapter APWA

The Secretary shall perform all functions generally delegated to an office of this nature, including keeping all minutes, records, activity reports, attendance reports and membership records.  Although charged with these responsibilities, these duties can be delegated if determined by the Executive Committee.

With a permanent Administrator in place, the Secretary’s duties will be as follows:

· Coordinate with the Chapter Administrator to ensure that all secretarial files for the Chapter are kept updated

· Ensure that minutes of all Chapter meetings and Executive Committee meetings are prepared and copies provided to the Executive Committee members within three weeks after the date of the meeting

· Insure that minutes are posted in a timely manner to the website

· Coordinate with Chapter Administrator to ensure that the activity report and minutes are submitted to APWA at designated intervals

· Coordinate with the Chairman of the Membership Committee to maintain and promote membership in the Association

· Prepare the TPWA Annual Calendar and provide Executive Committee a copy prior to December 15

· Head Participant Editorial Review Committee and provide content recommendations to Chapter administrator regarding the magazine to be published quarterly

· Coordinate and host the Site Selection process for the Annual Spring meeting and the Annual Short Course

· The Secretary will insure timely reports for Board meetings and Participant content is provided by the following: 
1. Membership Committee

2. Participant Editorial Committee

3. Web site Committee

4. Site Selection Committee (Chair)

5. Headquarters Report
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