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CHAPLAINS

Healing through Spiritual Care




Position:

Secretary

Term:

1 year

Description:
The secretary of the board of directors and the Executive Committee is a BCCI board certified chaplain member of APC. The secretary or designee is responsible for recording the minutes of all meetings of the board of directors and the Executive Committee, recording all votes, and signing official documents as appropriate.

Specific Duties and Responsibilities:
a. Attends all board and Executive Committee meetings.
b. Ensures recording of the minutes of the board and Executive Committee meetings
c. Records all votes.
d. Serves on the Executive Committee 
e. Serves as chair of the Personnel Committee

f. Maintains all board records and ensures their accuracy.
g. Assists the president with tracking agenda items, motions, etc.

h. Signs official documents upon request
i. Provides notice of board meetings and committee meetings when such notice is required.
j. Serve as an advocate for APC.

k. Participate fully in assigned committees and task forces.

l. Respect other opinions and experiences.

m. Uphold the legal duties and laws regarding nonprofit governance.

n. Uphold APC’s bylaws, policies, and board resolutions.

o. Sign an annual conflict of interest disclosure and update, as necessary.

p. Maintain confidentiality about all internal matters of the board and APC.

q. Maintain the high reputation of APC through non-disparagement of APC’s brand in the media.

r. Ensure legal and ethical integrity.

s. Uphold the Board Covenant.

General Qualifications and Personal Qualities:
a. Experience with financial reports and responsibilities.

b. Commitment to APC, and its mission and strategic plan.

c. High level of energy and strategic planning experience.

d. Strategic and forward thinker.

e. Enthusiastic.

f. Ability to communicate effectively.

g. Demonstrated team player with collaborative work style.

h. Demonstrated ability to follow through on tasks and commitments.

i. Demonstrated leadership commitment with APC.

j. An appreciation for and understanding of diversity.

k. Commitment to make annual financial contribution to APC.

l. Must be a BCCI board certified member of APC.

Commitment
Expected to attend two face-to-face board meetings and the annual conference each year, and to participate regularly in leadership calls.
a. Support from employer and colleagues regarding the time and financial commitment required for board service.

b. Actively participate as board liaison to assigned committees.
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