
Job Title: Secretary/Treasurer (Board Member) 
Reports To: Board of Directors / President / Membership 
Term: 2 years  
 
Position Overview: 
The Secretary/Treasurer serves a dual role on the Board of Directors, combining administrative, record-
keeping, and financial oversight responsibilities. This position ensures accurate documentation of Board 
activities, maintains compliance with organizational policies, and provides financial stewardship to 
safeguard the organization’s resources. 
 
Key Responsibilities: 
 
Secretary Duties: 

• Maintain accurate records of all Board meetings, including minutes and attendance. 
• Ensure proper documentation of organizational decisions, policies, and resolutions. 
• Work with SCA staff to manage official correspondence and communications for the Board. 
• Maintain the organization’s records in accordance with legal and regulatory requirements. 
• Work with SCA staff to notify Board members of meetings and maintain an up-to-date calendar 

of Board activities. 
 
Treasurer Duties: 

• The principal elected Financial Officer and serves as Chair of the Finance Committee. 
• Oversee the organization’s financial matters, including budgeting, financial reporting, and 

accounting. 
• Prepare and present regular financial reports to the Board. 
• Monitor income, expenses, and financial trends to ensure fiscal health. 
• Works with the Executive Directors to ensure timely filing of taxes, audits, and financial 

statements as required by law. 
• Collaborates with the Executive Director and committees on financial planning. 

 
Board Responsibilities: 

• Serve as a voting member of the Board of Directors. 
• Attend and actively participate in all Board meetings and organizational activities. 
• Provide input into organizational strategy, policies, and initiatives. 
• Serve on committees or special projects as requested. 
• Uphold fiduciary responsibilities and act in the best interest of the organization. 

 
Qualifications: 

• Strong commitment to the mission, vision, and values of the organization. 
• Demonstrated leadership, collaboration, and decision-making skills. 
• Previous Board and committee experience required. 
• Ability to dedicate sufficient time to attend meetings, and organizational activities. 
• Excellent communication and interpersonal skills. 
• Experience in financial management, accounting, or bookkeeping preferred. 

 
Time Commitment: 

• Attendance at all Board meetings. 
• Participation in committee meetings (as needed), financial reviews, or special projects. 


