SECRETARY 

(BOARD POSITION)

As Secretary, you are a link to the PCN members.  The job includes the following-

· Taking minutes at the board meeting- See below

· Compiling the articles and information for the Drumbeats

· Scholastic Book Orders (Librarian)

Below find the descriptions for each area

Minutes Description:
1. To attend and record the minutes for regular board meetings, executive sessions (as needed).

2. Type the minutes recorded and pass out copies to all board members in attendance at the next board meeting.  Copies may be placed in the mailboxes of board members that are not present at the meetings.
3. Take attendance at the board meetings (pass around an attendance sheet).
4. Read the minutes at the board meeting for corrections and approval.

5. Keep a typed list of all the motions made by the board whether passed or not.  This list should be given to the incoming recording secretary for distribution at the summer board meeting, along with a copy of the last board meeting.
6. Post a copy of the approved minutes on the general interest bulletin board.

7. Maintain an up-to-date binder of the minutes and motions you have recorded.
8. E-mail the typed minutes to Website Chair
9. Keep all the past years' records for PCN.
10. Your binder should include school and teacher policies and philosophy.  They should be included in the binder you bring to each board meeting.

11. If unable to attend a required meeting, inform the President and find a substitute to take the minutes for you.

Drumbeats

· Your job is to piece together and edit the Drumbeats newsletter each month.  The "pieces" are the articles and bits of information given to you by the people who wish to correspond with the PCN members.  These items will ultimately make up the Drumbeats.  These pieces are due the day after the Board meeting each month.  The people corresponding may be:  President, Vice President, Treasurer, Fundraising Committee, Field Trip Committee, Class Representatives, and the teachers.

· You can be as creative with this as you wish.  Please make an important date section.  Include the date of the next board meeting and any other up-coming events, such as large and small group meetings, tuition payments, fundraising deadlines, and vacation dates (use the school calendar and any dates that the Class Reps. provide you with for this.  
You are ultimately responsible for getting the Drumbeats to the PCN members’ via email and or posting at the school; it is a good idea to set up a schedule of article deadlines so you can complete publication on time. 

· Keep a copy of each Drumbeat in a file until year-end.

· Find out from Membership Chair how many members we have, including the teachers and the names and addresses of those on PCN's Associate Membership list.  Send a copy of the newsletter each month to them.  
  Librarian

The Librarian is responsible for the Scholastic Honeybee, Firefly, and Seesaw Book Orders. This includes separating and stamping the forms with a due date and placing them in all members’ mailboxes, collecting order forms and payment for books, ordering and submitting payment for all books ordered, and sorting and distributing books to parents when they arrive at school.  The librarian also should meet with the teachers before placing an order to see if they want to order books, CD’s, or teaching materials with points earned through the book orders.  Orders are placed once a month throughout the school year.

Monthly Duties:
1) Attend monthly Board meetings. Take Minutes, Vote on policies.  Receive articles from President, Class Reps, etc.  Announce the due date for turning in articles (usually the day after the Board meeting).  It is a good idea to use a past issue of Drumbeats each month as a reference to see which people normally give articles for that issue.  Many times a person who is new to a job may want a copy of what someone who had the same job wrote in the past.

2) Distribute Drumbeats and Minutes from the meetings via email and post at the school.

3) We have an August/September issue that is e-mailed before school starts.  All other Drumbeats will be sent out as determined by the board- monthly, quarterly.
4) Order Scholastic as determined.
REPORTS TO:


President/Board members

WHERE THE JOB IS DONE:
At home

WHEN THE JOB IS DONE:

Throughout the school year

MISC. TIPS FOR THE JOB:
This is a Board position and you must attend all Board      meetings.
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