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The Secretary is responsible for the infrastructure of the organization and for all duties that require participation from all board members, documentation of events, meetings and activities, and accurate communication to all board members. This position is responsible for being the second person legally responsible for the organization. The following are the main responsibilities of the Secretary of Metropolitan Senior Network:

· Create and maintain an accurate database of all MSN participant contact information, sponsorship status, as well as participation tracking. Coordinate with the Communication Director to upload and export.
· Take the minutes at each working board meeting and distribute to all Board members within seven days.

· Send out emails to remind individual sponsors of sponsorship renewal times.

· Assist at the registration table at the monthly meetings, workshops, and Awards Breakfast
· Create surveys to assess how MSN is doing with our presentations and workshops and to    secure feedback for the Board on the participants’ views of the organization as a whole.

· Help with all projects and meetings as needed.

· Assist Communication Director with various projects and mailings.

· Maintain records of MSN common forms and help update when needed.
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