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Job Description: Chapter Secretary
This document is intended to outline the general and consistent functions that are handled by the Secretary of an IEEE Chapter in a busy and active Chapter, and to list some of the tools available to the Secretary in the performance of their duties.  

General Duties:

1. Propose administrative meeting agenda content to the Chair and work to develop an agenda that meets the evolving needs of the Chapter and its current and future activities.  

2. Send copies of the proposed administrative agenda to all Chapter Executive Committee (Officers) at least one week ahead of each ExCom meeting or teleconference.  

3. Send ExCom meeting notices by e-mail and calendar updates to all Chapter Executive Committee (Officers) at least one week ahead of each meeting or teleconference.  
4. Update the Section calendar with Chapter meeting information each month.  

5. Record minutes of Chapter meetings and teleconferences.  

6. Retain copies of agendas and minutes of each meeting and/or teleconference.  

7. Keep records of Chapter Executive Committee attendance at meetings and teleconferences.  

8. Report on attendance levels each quarter through the year, and summarize attendance at the conclusion of the year.  

9. Send a copy of the Chapter meeting minutes to the Chair immediately (within 24 hours) of the meeting or teleconference for confirmation and/or correction.  

10. Distribute corrected minutes to the Chapter Executive Committee as soon as agreement on the content of the minutes is obtained with the Chair.  

11. Report to IEEE HQ (L31 Form) on each meeting of the Executive Committee.  

12. Report to IEEE HQ (L31 Form) on each full membership meeting.  

13. Send monthly reports and/or updates on Chapter activities to the Section Secretary as requested.  

14. Maintain the roster and e-mail list of the Chapter Executive Committee.  

15. Maintain the roster of the Chapter membership, assisted by the Chair or Vice-Chair of communications, who has access to the SAMII database for updates.  

16. Maintain the e-mail contact list for the Chapter membership augmented with Chapter ‘visitors’ to meetings.  (Note: Visitors are likely candidates for future membership, and this expanded contact list can help grow the Chapter.)  

17. Work closely with the Chair and the Section webmaster to maintain and update the Chapter website with current information for the general Chapter membership.  

Tools:

1. Meeting agenda template.  

2. Meeting notice template.  

3. Section “V-Tools” for calendar meeting updates.  

4. Macro to facilitate taking minutes directly using the current agenda.  

5. Chapter Executive Committee attendance spreadsheet.  

6. Link to IEEE HQ (L31 Form) through the “V-Tools” on the web.  

7. Section Chapter monthly update format (Summarize minutes).  

8. Blank template roster of the Chapter Executive Committee.  

9. Template for e-mail contact list for the Chapter membership.  

10. Update the Chapter website as needed.  
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