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THE SECRETARY

Is elected by the General Assembly to prepare agendas
and circulate them prior to meetings.
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THE SECRETARY

Is elected to keep track of the board's duties and
responsibilities.
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THE SECRETARY

Is elected to attend all meetings and ensure that minutes
are taken.



L)

ORGANISATION

CONTRACT

SECRETARY

SECRETARY ‘

POWER: RECORDS o

THE SECRETARY

Is elected to sign or be present during signing
of documents, with the chairperson.
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THE SECRETARY

Is elected to arrange and give notice of meetings.
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THE SECRETARY

Is elected to organise and maintain the
organisation's records.



