
 
 
 

   
   
 

 
   

SECRETARY, BOARD OF DIRECTORS 
 
Roles and Responsibilities 
 

• Maintains records of the board and ensures effective management of the 
organization’s records 

• Manages the minutes of board meetings 
• Ensures minutes are distributed to members in a timely manner after each 

meeting 
 

Key Relationships 
 

• Reports to the President of the Board of Directors 
• Work alongside other Board of Director members, the Brand Strategist and the 

Head Coach 
 
 


