OMBAC Water Polo

BOARD OF DIRECTORS DUTIES

SECRETARY

Function:  The Secretary shall be the official keeper of all Board of Directors meetings by accurately taking notes and documenting motions taken during the meetings.  The Secretary shall  prepare written minutes to be distributed to the Board of Directors and general membership.  Additionally, the Secretary will be responsible for website maintenance, team communications and all publicity related to OMBAC Water Polo

Term:  Elected to a 1 year term by the General Membership

Compensation:  Recommend that Board of Directors do not pay dues.  Board of Directors will pay the annual membership fee as well as any travel or tournament fees.
Responsibilities: 

1. The Secretary shall keep official minutes and records of all Board of Directors meetings and prepare a report to be sent to the President.

2. The Secretary shall arrange all travel and meeting plans for all Board Meetings and Team Travel.

3. The Secretary shall vote on matters brought before the Board of Directors. 
4. The Secretary shall serve as Chair Head for one committee.

5. The Secretary shall disseminate information and updates vital to the success of OMBAC.

6. The Secretary shall actively review Website and email correspondence.

7. The Secretary shall prepare and gather information from Board of Directors to update website and email blasts on upcoming or important OMBAC information.

8. The Secretary shall use current technologies as they exist to facilitate OMBAC’s communication needs.

The Secretary shall maintain an up to date email list, and player profile of all members.
