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TASK DESCRIPTION  
CHAPTER SECRETARY
PURPOSE: Responsibility and Oversee the administrative needs of the Chapter.  To provide a safe, responsible social environment for HOG members to get together and ride and have fun.  
TASK REQUIREMENTS


· Keep precise and accurate minutes of all meetings including Annual General Meeting
· Distribute minutes of all meetings to Executive via email within 72 hours of and/all meetings

· Maintain meeting minutes book ensuring that Director has signed previous minutes
· Archive all paperwork for Historian

· Process, collate, report to Executive  and keep record of all Inwards/Outwards Correspondence

· Ensure that all Insurance requirements are met

· Facilitate all correspondence required to members via email

· Forward to Webmaster any correspondence necessary for website
· Present verbal report to each Executive meeting

· Be available for Chapter members at Monthly Chapter gatherings

· To assist the Chapter Director and Sponsoring Dealer in upholding the Chapter Charter and by laws
QUALIFICATIONS/ATTRIBUTES

· Friendly and professional Communication skills

· Telephone skills

· Follow up skills

· Availability to meet and greet new members

· Enthusiasm for and commitment to  HOG and the Chapter
· Intermediate Computer skills,  Email and Word skills
RESOURCES/SKILLS REQUIRED

· Volunteer time, Telephone, Own computer,  
CHAPTER INFORMATION CONTACT

· Chapter Director

· Sponsoring Dealer
· HOG Chapter Handbook

· www.hog.com 
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