HOTH Board Secretary Job Description
The following duties and responsibilities describe the role of a HOTH Board Secretary:
· Prepares official board meeting minutes;
· Ensures documents are filed and accessible as necessary for HOTH business matters;
· Engages individual board members to work as a unit and collaboratively drive the success of the organization;
· Ensures effective communications as needed with board officers, Executive Director, board members and clients in matters related to HOTH business;
· Serve a 2-year term unless extension approved by the board;
· Cultivate a strong working relationship with other Officers.

As a HOTH Board Secretary, I agree to fulfill the roles listed above and perform these duties to the best of my ability.

____________________________________	__________________________
Signed HOTH Board Secretary			Date

____________________________________
Printed HOTH Board Secretary Name
