SHRM Northstate
Secretary
Function:
Maintain chapter records and history. Take minutes of chapter meetings, provide notice of meetings and general correspondence. 
Responsible To:
· The chapter president and board
· [bookmark: _gjdgxs]The members of the chapter
Responsibilities:
1. In coordination with the president, the secretary will issue notices for upcoming board of directors' meetings and issue the link to the agenda for such meetings, requesting the Board to make updates as appropriate.
2. Maintain a record of attendance of all Board meetings.  Utilizing recordings and/or AI summaries, prepare the minutes of all Board meetings and planning meetings and provide link to Board for review and any revisions. Obtain approvals for minutes at Board meetings or via email as necessary. 
3. Update appropriate action item lists and pertinent historical information on shared Google drive. Provide reminders at Board meetings or via email as appropriate to assist the Board. 
4. Transmit all necessary annual election information to the membership and advise SHRM through the use of the online Chapter Leader Information Form (CLIF).
5. Ensure pertinent chapter records are in shared Google drive, including original chapter charter, bylaws and dated copies of each amendment to those bylaws; a list of current officers, committee members, and general membership; copies of all chapter publications; approved and signed minutes of all board of directors and membership meetings; legal documents such as IRS Letters of Determination, Articles of Incorporation.
6. Connect with other chapters, CalSHRM and National SHRM to ensure our chapter has knowledge of and access to all resources available.
7. Participate in SHRM Core Leadership Area (CLA) teleconferences/webcasts as appropriate. Utilize the Volunteer Leaders Resource Center (VLRC) for ideas and best practices.   
8. Maintain contact with SHRM Volunteer Leader contacts and CalSHRM Volunteer Leader contacts as needed. Establish communications with other Chapter Chairs to stay up-to-date with best practices. 
9. Participate in the development and implementation of short-term and long-term strategy planning for the Chapter.
10. Review SHAPE Initiatives in the SHRM Chapter Planning Document and the SHRM Chapter Activities by Month to ensure all related deadlines and activities are complete.  
11. Attend and participate in monthly programs and Board meetings as required by the By Laws. 
12. Carry out ad hoc assignments of the President.
13. Represent the Chapter in the Human Resource and related Business Community.
14. Maintain good standing as a SHRM member.
Resources Available
•      SHRM Volunteer Leader Resource Center: https://vlrc.shrm.org/s/
o	SHRM Core Leadership Area webinars: Volunteer-Leader-Core-Leadership-Area-CLA-Webcast-Webinars-2025 
o	Volunteer Leader Learning: https://vlrc.shrm.org/s/topic/0TO1T000000cDrMWAU/volunteer-leader-learning
o	Campaign in a Box - https://socialpresskit.com/shrm-we-are-work
•      Other SHRM Chapter websites
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