MSLA Executive Board Job Description Template
Title:  Secretary
Definition:   Records meeting minutes, keeps all records from MSLA meetings; provides Executive Summary of meetings to MSLA listserv; also provides action items to board members informing them of tasks that need to be accomplished before next meeting.
Supervises: NA
Collaborates with: NA
Reports to: MSLA president reviews minutes before posting; provides copies of minutes to the MSLA webmaster for posting there
Recruits How:  NA
Needs $$ for: NA
