Kansas Capital Quilters Guild
SECRETARY - Job Description

1. Take notes at all Guild and Board meetings to prepare minutes.   Present minutes at the monthly Board meeting for approval.  If any corrections or additions are required, make those adjustments before placing final copies in the Minutes notebook kept by the Secretary.

2. Provide an electronic version of the approved Board meeting minutes and guild meeting notes to the Webmaster to be posted on the Guild website. 

3. Handle all official correspondence requested to be prepared by the Board.

4. Send out sympathy and get well cards to members when made known of events.

5. Holds a second copy of the mailbox key as backup to the Treasurer. 

