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Board Secretary Role

OPPIA Description

OREGON PUBLIC PERFORMANCE
IMPROVEMENT ASSOCIATION

Role of the Secretary

The Secretary works closely with the Chair in planning Governing Board meetings and is
responsible for timely distribution of meeting minutes. In the event the Secretary is unable to
attend a Governing Board meeting, the Secretary will identify an alternate.

Responsibilities
In addition to the above role, the Secretary carries the following responsibilities:

e Accurate documentation of Governing Board meeting minutes.

e Serve as backup to Communications Chair for monitoring of the OPPIA general email
inbox.

e Preparation of meeting materials.

e Accurate recording of Governing Board assets including but not limited to,
subscriptions; equipment and resource materials.

e Maintenance of Google Drive and permissions.

Other Duties

e The Secretary performs other duties as the Chair or Governing Board determines
necessary on a case by case basis.

Term
e The Secretary will serve a term of one year, with an unlimited number of renewals.
Time Commitment

e The time commitment for the Secretary is approximately 1 hour per month.



	Responsibilities
	Other Duties
	Term
	Time Commitment

