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Womenos Leadership Network
Position: Membership Chair

Term: Two (2) years
Tenure: May not serve on executive board for more than three (3) consecutive terms, assuming
the president-elect, president, and past-president as one (1) term.

Duties:

1. The Secretary attends monthly Board meetings. Minimum attendance of nine (9)
meetings required per year. The Secretary should attend as many monthly
membership meetings as possible.

2. The Secretary is to support and encourage members of the Board, committee
members, and the entire WLN organization.

3. The Secretary is to promote WLN, as well as encourage the membership to get
involved.

4. The Secretary records in detail the minutes of each Board meeting. If she is unable to attend,
she makes arrangements with another board member to take minutes and distribute minutes to
board members. As of 2007, a general WLN email address may be set up for membership use.
The secretary will manage.

5. The Secretary prepares the monthly minutes and distributes them to all board members in a
timely manner. The Secretary makes changes to the minutes as necessary.

6. The Secretary maintains copies of minutes for all board minutes, and handles all official
correspondence, except that which is covered by other Directors.

7. At the end of her term of office, the Secretary will turn over all documents, files, etc.
pertaining to her office to her predecessor. She will be available to answer questions during a
transition period.

8. Maintain master copies of all files created by WLN board members, submit electronic
documents to President



