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Executive Volunteer Position: Secretary

Skills
· Proficiency in Microsoft Word is an asset 
· Strong communication, organizational and documentation skills are required
· Must possess strong interpersonal skills while representing the organization
· Must have the ability to meet deadlines  

Position Description
· Prepare and distribute agenda to executive members prior to monthly meeting and annual general meeting 
· Confirm attendance at monthly meetings 
· Attend, record and distribute minutes at monthly and annual general meetings 
· Prepare minutes from monthly meetings and distribute to executive members 
· Obtain and collate reports from executive members for annual general meeting 
· Assist with all fundraising events
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