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Position Description
State Council Secretary

Position Summary:

Records minutes at all state council meetings and maintains associated records. 

Responsible To:
The State Council Director
Provide Support to:

Chapter Secretaries
Oregon SHRM State Council members

Responsibilities:
· Serves as a voting member of the state council and is expected to attend and participate in all meetings of the council.
· Records minutes at all state council meetings, ensuring records accurately reflect business matters and prepares reports associated with council meetings and activities. 
· Prepares minutes and related documentation (i.e. CLA Reports from chapters, additional slides, fliers, and press releases) for distribution to other council members following meetings. 
· Updates and maintains State Council Board roster. 
· Conducts monthly or quarterly Chapter Secretary discussions with chapter secretaries to facilitate best practice sharing
· Participate in the development and implementation of short-term and long-term strategic planning for the State Council.
Requirements:
· Must be a dual SHRM member in good standing. SHRM Certification highly desirable.
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