



Beth El Board – Officer Job Descriptions                             Recording Secretary


BOARD OF TRUSTEES POSITION DESCRIPTION

POSITION: Recording Secretary
Duties and responsibilities:

The Recording Secretary’s responsibilities are defined in Beth El’s Constitution, Article VI, Section G as follows:
“The Secretary shall keep an accurate record of all the proceedings of the Congregation and of the Board of Trustees and shall, distribute in a timely fashion and prior to the next meeting a typewritten copy of the minutes of that meeting to all Board members and others as may be directed by the President, and sign such instruments or documents as may be necessary to effect the proper directions of the Organization or the Board of Trustees.  The Secretary will also issue all notices for meetings and carry on all correspondence of the Congregation and the Board of Trustees, as directed.  The Secretary shall furnish the Treasurer with the names of all persons who have become members of the Organization.”

Normally, the Recording Secretary will promulgate meeting minutes within two weeks after each Board meeting.  Each officer’s monthly report and any other reports that are designated as part of Beth El’s record shall be appended to the Board meeting minutes.
Monthly reports to the Board are required from the following officers:

· President
· Executive Vice President

· Vice President Administration

· Vice President Fundraising

· Vice President Membership

· Vice President Ritual & Education

· Financial Secretary 

· Treasurer

Additional, the Brotherhood Liaison and Sisterhood Liaison members and Trustees may submit written reports as needed. 
The Recording Secretary will document attendance at Board and Executive Committee meetings and notify the President of member’s failure to meet the stipulations of Article V:

Section L.
Attendance at Board meetings shall be as follows:

1. 
Attendance at all Board meetings is required of all Board Members.  Anticipated absence or unexpected absence shall be reported to the President.  Should a Board Member be absent from four (4) consecutive regular Board meetings, or six (6) Board meetings in any twelve month period, that Board member shall be deemed automatically removed from the Board without the need for further action.  Exceptions to this provision may be made at the discretion of the Board upon good cause shown by the Board member in question.  In case of removal, a successor Board member shall be elected in accordance with the provisions of Section I of this ARTICLE.

The Recording Secretary shall attend Beth El’s monthly Executive Committee and Board of Trustees meetings. Normally the Executive Committee meets at Beth El, at 0930 on the Sunday preceding the Board meeting.  Normally the Board meets on the second Wednesday of each month.  Deviations from this schedule are made to accommodate Jewish holidays, the needs of the majority of the members of the Board, and other considerations as may best serve the needs of the Beth El community.

The recording Secretary may have to attend other meetings in order to maintain the level of communications needed to fulfill the responsibilities of the office.
The Recording Secretary is elected to a two-year term of office.  In accordance with Article V, Section J of the Beth El Constitution:

Section J.
The election of the Officers and Trustees of the Board shall be as follows, pursuant to ARTICLE VII:  




1.
The election of the Vice Presidents of Fundraising, Programming and      Ritual/Education, Recording Secretary, Financial Secretary and two (2) Trustees shall be in even years beginning with the election to take place in 1998.
Per Article V, Section K:

1. 
Each elected Officer of the Executive Committee (with the exception of President), shall be elected for a maximum of two consecutive two-year terms to the same position.  At the end of the second consecutive term the officer shall be eligible for election to any other position on the Board.  After a hiatus of two or more years, an individual may be elected to a previously held Executive position.

Committees & working groups:
None
Liaisons:

The Recording Secretary shall work with the Vice President Administration to ensure that Beth El’s archive of Congregation General meeting and Board meeting minutes is complete, orderly and accessible.  This archive will also include a record of written motions and supporting documentation brought before the Board, the General Membership or both.
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