Oley Valley Youth League Board Position Description – SECRETARY

[bookmark: _GoBack]The Secretary shall attend all sessions of the Board of Directors and all general meetings of the members and act as clerk thereof, and record all the votes of the Corporation, the minutes of all its transactions, and shall perform like duties for all committees of the Board of Directors when required. He/She shall give, or cause to be given, if required notice of all meetings of the members and of the Board of Directors, and shall perform such other duties as may be prescribed by the Board of Directors or President, under whose supervision he/she shall be. The Secretary shall also be responsible for accepting and communicating vote requests, open board position requests and/or candidate submissions, and the compilation and communication of all voting results.
