Lane Agricultural Fair Association
Job Description for
Secretary

Position Title: Secretary
Length of Term: One year

Reports To: Entire Board of Directors

The board of directors is legally and ethically responsible for all activities of the organization. To
that end it:

1.

Determines how the organization will carry out its mission through long and short-range
planning

2. Adopts an annual budget and provides fiscal oversight
3. Recruits, orients, and develops board members
4. Evaluates its performance and overall performance of the organization in achieving the
mission
5. Establishes policies for the effective management of the organization
Responsibilities:
e Understand and promote the organization’s mission
e Be familiar with the organization’s programs, policies, and operations
e Attend board meetings and appropriate committee meetings
e Actively serve on at least one committee and offer to take on special assignments
e Review agenda and supporting documents prior to meetings
e Make an annual contribution (resources or money) to the organization commensurate with

ability

Participate in fund raising activities and special events
Strictly adhere to conflict of interest policies

Strictly adhere to confidentiality policies

Time Demands (approximate):

Attend and actively participate in at least one board meeting per quarter (approximately 2
hours in length, on the 1% Tuesday of the month, except December)

Attend and actively participate in committee meetings and related work (1-3 hours per
month as determined by the committee)

Attend and actively participate in the annual agricultural fair (1-3 weekend days on the first
full weekend in August)

Attend and actively participate in the annual meeting in December (approx. 3-4 hours)
Attend new board member orientation (approx. 3-4 hours)

Meet with potential donors/funders to make a case for funding the organization, answer
questions, etc. (approx. 4 hours annually)

Financial and Resource Development Expectations:

Sell tickets to fundraising events
Recruit sponsors, as needed
Identify and cultivate potential donors
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Lane Agricultural Fair Association
Job Description for

Secretary
The secretary shall:

Certify and keep at the principal office of the corporation the original, or a copy, of these bylaws as
amended or otherwise altered to date.

Keep at the principal office of the corporation or at such other place as the board may determine, a
book of minutes of all meetings of the directors, and, if applicable, meetings of committees of
directors and of members, recording therein the time and place of holding, whether regular or
special, how called, how notice thereof was given, the names of those present or represented at the
meeting, and the proceedings thereof.

Ensure that the minutes of meetings of the corporation, any written consents approving action taken
without a meeting, and any supporting documents pertaining to meetings, minutes, and consents
shall be contemporaneously recorded in the corporate records of this corporation.
“Contemporaneously” in this context means that the minutes, consents, and supporting documents
shall be recorded in the records of this corporation by the later of (1) the next meeting of the board,
committee, membership, or other body for which the minutes, consents, or supporting documents
are being recorded, or (2) sixty (60) days after the date of the meeting or written consent.

See that all notices are duly given in accordance with the provisions of these bylaws or as required
by law.

Be custodian of the records and of the seal of the corporation and affix the seal, as authorized by
law or the provisions of these bylaws, to duly executed documents of the corporation.

Keep at the principal office of the corporation a membership book containing the name and address
of each and any members, and, in the case where any membership has been terminated, he or she
shall record such fact in the membership book together with the date on which such membership
ceased.

Exhibit at all reasonable times to any director of the corporation, or to his or her agent or attorney,
on request therefor, the bylaws, the membership book, and the minutes of the proceedings of the
directors of the corporation.

In general, perform all duties incident to the office of secretary and such other duties as may be
required by law, by the articles of incorporation, or by these bylaws, or which may be assigned to
him or her from time to time by the board of directors.
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