Chute Lake Elementary Parents’ Advisory Council Executive

Executive Position:  SECRETARY

The Secretary may:

1. Attend both the Executive and General meetings.

2. Keep full and accurate minutes of all meetings and conduct the correspondence of the PAC and the Executive.

3. Keep an accurate copy of the constitution and bylaws or other documentation and make copies available to members and executive upon request.

4. Will distribute the minutes of the meetings (both executive and general) to the Principal, the Vice-Principal, the PAC Executive, and to the school file.  A copy of the General Meeting minutes should also be posted on the PAC bulletin boards (including the PAC/Hot Lunch website)

5. Meet with the PAC President and the school Principal to set the dates for the Executive meetings and General meetings.  The Secretary will advise the Executive members and event coordinators, school Vice‑Principal and school Secretary as to the dates and times of the meetings. 

6. Maintain updated information on the school and PAC websites by posting monthly PAC News, meeting reminder notices, etc.  Submit a monthly PAC News to the school newsletter.  Write and send weekly PAC Updates through the email system at busy times.  This can be done in conjunction with the Communication Coordinator and/or the E-News Coordinator if they are separate roles.

7. The Secretary shall assist with PAC events, where possible.

8. Prepare an annual report as required that reviews goals and achievements, provides a record of actions taken, and outlines responsibilities for future candidates for the role.

***job description updated June 14, 2011 

