Secretary
Job Descriptions and Responsibilities:

One of the Secretary’s responsibilities is to handle the member application process.  The secretary is in charge of keeping track of all applications and recording new members’ names into ABG data files.  After members’ names are input into our computer system, the secretary is responsible for preparing and mailing out a package to new ABG  members.  The Secretary is also responsible for all other mailing projects.  Throughout the year, ABG sends out a wide variety of correspondence to prospective students, current ABG members, or other members of the academic and business communities.  The secretary is responsible for coordinating the process of preparing all materials such as labels, envelopes, and letters. This is an administrative assistant position that requires superior organizational, planning, and writing skills.  
The Secretary is also responsible for recording and maintaining the minutes of all Delta Chapter meetings.
How to Perform Responsibilities:
1) New Member/Application Process 
This job is performed when ABG recruits a new member who fills out an application and pays a fee, in exchange for joining the Business Honor Society.  Whoever among the ABG Officers receives the applications will place them in a location that allows for easy access so that the application/membership data can be input into Microsoft Access.  After opening Microsoft Access Program, go to open file, click on desktop and then double click the file name
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.  Once the membership data have been input, the Secretary should immediately send the new ABG member a welcome package including the following:  a welcome letter (A copy of one is in this folder as well as the ABG binder), a membership card, window deca,l and a gold pin (located in the white tall cabinet).  This recording of membership data is to be done before the end of every week.
2) Mailing Projects
Every time that we as an Honor society want to inform ABG members about campus activities or events we are hosting, it is up to us to do the work in sending out the message.  When we host events or activities, and we want to let our members know what we are planning, it is our job as officials to include the members in the process.  Therefore, the secretary is responsible for formatting letters (with the help of faculty advisers) or using letters already written, as well as making copies that are needed to distribute to each member.  The Secretary is also responsible for gathering all materials, such as envelopes, printing labels, and anything else to be included in the membership packages..  Although it is all Officers’ responsibilities to help with the mailing process, the correspondence function is nevertheless one of the Secretary’s primary tasks, while it is a secondary task for other Officers.  
Important Things to Remember:
The Secretary is a vital officer of ABG whose participation and dedication can lead to the greater success of this Business Honor Society.  

Other Responsibilities

· Office Hours

· Help with the Mailing Process

· Help with Recruitment 

· Help with Fundraising

· Miscellaneous Projects
Other Contents in this Folder
Information sheets on the Mailing Process, Recruitment, and Fundraising.









