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Fox Valley SHRM Chapter
Job Description


Secretary

Fox Valley SHRM Chapter Purpose:
This position is aligned to support the Chapter’s mission statement to “Inspire and engage professionals across the Fox Valley to think strategically about managing, engaging and retaining human capital”. 
Position Summary:
Serve as the recorder of all chapter activities.  Record minutes at all board meetings and will ensure the retention of such minutes.  Greet members at meetings and assist members to check in.  

Roles and Responsibilities:
· Record minutes at all board meetings and distribute them to the board no later than one week after the meeting.
· Create quarterly chapter newsletter.
· Prepare name tags for all chapter meetings and events.
· Check in members at meetings and track payments received at the meeting.  Issue receipts as necessary.
· Collect guest cards and contact information for all walk-ins at meetings/events.
· Distribute final meeting attendee list to the VP of Programming and Treasurer after meeting, to include total registration fees paid and unpaid.
· Order PHR, SPHR, and Past President ribbons.
· Participate in committees as needed.
· Assist other board members as needed.
· Maintain regular attendance at all Board meetings. Miss no more than two meetings per year.

 Time commitment:
· This position is a continuous position throughout the year 
· 2 hours monthly for board meetings (4 hours for biannual strategic meetings)
· 4 hours monthly for Chapter meetings, attendance required
· Annual WISHRM Leadership conference (2 days)


Requirements
· Current and active National SHRM membership.
· Certification as SHRM-CP preferred. 
· Maintain regular attendance at all Board meetings. Miss no more than two meetings per year.
· Maintain regular attendance at all Chapter meetings. Miss no more than two meetings per year.
· Basic skills with MS Office, ability to contribute to the Chapter’s social media presence, ability to do basic website edits on FV SHRM website as needed

Benefits of holding this role:
· Continual engagement with Chapter members
· Access to continuing education opportunities for recertification
· Interact with and influence future members of the HR profession 
· Access to volunteers in similar roles with other WI SHRM chapters
· Opportunity to attend the August WISHRM leadership conference for free
· Attendance at all Chapter meetings is free 
· Excellent opportunity to network with other HR Professionals, grow as an HR professional and help the Fox Valley community
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