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PURPOSE: The position of Secretary is an elected position.  The Secretary shall reside and have the majority of employment in the State of Illinois.  The term of office is for two years beginning October 1 of the year of election. 

A. The duties of the Secretary include, but are not limited to the following:
1. Prepares agenda with the President for the Board of Directors meetings and distributes to members prior to the meetings.
2. Records proceedings and prepares minutes of the Board of Directors meetings.
3. Serves as custodian of all minutes of the IAMSS Board of Directors and IAMSS during the term of Secretary.  Minutes may be maintained and/or archived electronically.
4. Provides follow up correspondence as directed by the Board of Directors.

B. Board Members are expected to attend and participate in 75% of all Board of Directors meetings during each calendar year. 

C. Elected Officers of the Board are required to be CPMSM or CPCS certified. 



