TEENNOW CALIFORNIA SECRETARY DUTY STATEMENT
SUMMARY:

The Secretary shall attend all meetings of the Board and oversee the preservation of true meeting minutes and the transmission of copies to each Director along with meeting notifications required by the Board and/or required by statute, bylaw or resolution.  In collaboration with the Executive Board and the Executive Director, Secretary will:

CREATE AND DISCTRIBUTE MEETING MINUTES
1. Take notes at TeenNow California board meetings, Executive Board meetings, and general meetings as necessary. 
2. Complete a Minutes report and distribute it to board members and other interested parties (as applicable) within two weeks of the meeting date.
3. Work with the Executive Director and Membership Director to coordinate record-keeping of agency and membership information.
FULFILL ALL GENERAL DUTIES OF REGIONAL COORDINATORS
1. Attend quarterly board meetings as scheduled. 
2. Attend the annual TeenNow California conference and help with conference duties as assigned.

3. Participate in meetings by sharing ideas and suggestions for TeenNow California priorities.

4. Participate in committee work as necessary

5. Provide guidance and insight to the organization.

6. Make an annual financial commitment to TeenNow California and participate in fundraising efforts.

7. In the event that you can not fulfill your duties, either temporarily or permanently, find a replacement for yourself to ensure that duties are fulfilled.
QUALIFICATIONS:

Willingness and ability to attend meeting and complete responsibilities. Level of knowledge within the field of teen parenting and/or pregnancy prevention.
I have read and understand my responsibilities as Secretary/Treasurer. During my term, I will uphold my duty to TeenNow California and represent the organization in a professional and effective manner.

Signed: _______________________________________________
Date: _____________
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