
Board Secretary Job Description 
 
1. Maybe a member of the Board. 
 
2. Maintains records of the board and ensures effective management of organization's records. 
 
3. Manages minutes of board meetings. 
 
4. Ensures minutes are distributed to members shortly after each meeting. 
 
5. Is sufficiently familiar with legal documents (articles, by-laws, IRS letters, etc.) to note 

applicability during meetings. 
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