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SECRETARY
The Secretary is a voting member of the Board who attends all Board meetings. She records and publishes all proceedings of WHAM monthly meetings. The Secretary maintains files and documents for the organization and performs other duties as prescribed by the Board.

The Secretary is directly responsible for:
· Documenting, reviewing and publishing all WHAM Board Meeting Minutes
· Answering all emails and inquiries in a timely manner (48 hour level of service) either from the board or WHAM Members
· Supporting the organization of the league including, but not limited to: annual scheduling process, meeting WHAM coordination, and year end Championship Tournament support
· Answering questions and acting as a resource to member teams with regards to WHAM documentation and resources
· Attendance and participation in the monthly WHAM Board Meetings (scheduled on the website – approx. 3.5-4 hours per month)
· Performing such other duties and projects as needed and requested by the Board 


REQUIRED SKILLS
· Good organization and research skills
· Negotiation skills (for booking venues and setting up meeting logistics)
· Strong communication, both spoken and written
· Teamwork and partnership
· Sense of urgency
· Objective – ability to separate own team (if applicable) from WHAM decisions
· Good problem solving skills
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