MHELA  Seocretary

Jab Description

The Hecretsry ie an elected officer of the organdzatidon,
whose general responsibilities include recordiong and main-
taining minuwtes and appropriate records.
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1. Record, distribute and maintain minutes of all bhosrd
arnd general membership meetings.

we Madl motices of all reogular and special mestings of the
bDoard anod memizerahip.

A Barve as ed-officio of the Publications Commd tiee 9

Ao Mail election slate to board upon direchion of The
Mo rract dormg e I vl L B

" a Mail electicon ballots Lo memberahip 459 davs orior o

penral  membersahip meeting.
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L Boarro Rost e

Upon assuming office, compile a roster of execullve
Brevarod mesmbers and committes chalrs, including addresses,
telephong numbers, and the dates of sach person’s Lerm
of offFice,

This Foster shoold be distributed to the bosard st its
first dng for corvrections, addrese oha 5, @i,y
and to verify terms of office.  The Roster can then
be byped, entered in bthe meanual, and distributed to
bhe board menbers anc oommi bt cheire.

e Minutes

1 Re
e

oo minubes ab all board and gensral membership
3N .

= Mimuetes should be sent bto bhe President for erevisw
and approval bedoare distreibation.

A, Mobtices of Board Meestings

Mot ices should be mailed ool at les threse weeks
before the mesting. Meeting packets should includes

e Meating notice % map
~~~~~~~ he sure bo verify the date, time and Foom
location with the heosting institution.
s from previous meebing (Fresiddent should
approve firast)
- Maeting Agenda 14 provided by President
e (R appropriate doocuments such ass

e handouts from the previous meeting should be
includged in bthe packets of individuals who
did not attend that mesting.

norhs or documents desdgnated by the
e obher offiocer.




ing notices showld include a map Lo the hosting
institution.,  The manual contalns maps for some
instidtutions, I vou do not have a map, obtain one
From bhe hosting insbhitution..

s Copies of all maps should be maintained in the fari el
s bhat new maps oo nob have to obtained each Lime.

4, Board Mailing List/Mailing Labels

reginning of the year, typse a mailing list of
members and committes chalrs o be used for
ibating minubes, notloss, ebo.

13 e

2 T4 poseible, type a sebt of mailing labels for the
board mestings.  This will speed up mailing of

packels.

g Flecktion Slate and Ballole

1y The election slate, which is sent to yvouw from the
Mominating Committes, should be sent to bthe board
some Lime in late May oF Jung.

e Upon the board s approval of the slate, type a
Ballot (see examples in bthe manuald.

%Y The ballob must be mailsd oot to the memberehip
- least 4% davs prior bto the general business
b dng.

Hil

45 Gfter bhe election, hallots showld be retained for
sixnty days.

H.  Minutes of the Annual Meobership Festing

]
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Minutes of the annual membershlo meeting veral ol e maci el
out teo the membership within ninety days of that meeting.
s omirubes are usually reviewsd by the President and
the fbosed at dte Fiest mesbting of the vear.
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Bupply of stationery

The supply of stationegry should be monitored regularly.
The Secrebary should also retain the camsea-ready board
ween b print the stationsry.  Upon lTeaving office,

the outgoing retary should make recommsndations
reaarding the stationery — il.e., revisions in the letier
Mead, need for additional stationery, envelopes, etc.,
and should pass on the camera-ready board to the next
Becretary.

£
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o ( | Ih5|o Michigan Health Sciences Libraries Association

POSITION DESCRIPTION

Aftiliated Groups

Flint Area Health

Sciences Library Network

Metropglitan Detroil

Medical Library Group

Mid-Michigan Health Secretary, MHSLA
Sciences Libraries

Nortihern Michigan Heaith

Sciences tibraries Group

Title of Position

Thumb Area Medical Responsibilities
information Consortium
Upper Peninsula Health N . . . . .
PP 5@mmgummms 1. Record, distribute and maintain minutes of all
Congortium board and general membership meetings.

Valiey Regional Health
Science Librasians

Weslern Michigan Health , . ) \ ,
Sciences Libraries 2., Mail notices of all regular and special meetings

Association of the board and membership.
3. Maintain and distributes gstationary supplies.

Deadlines

Board Meeting Notices: mailed at least three weeks
before scheduled meeting.

Draft of minutes of Annual Meeting: distributed with
annual membership renewals.

Minutes Annual Meeting: Mailed to membership within
ninety days of annual meeting.
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MHSLA
Secretary

Procedures

Board Roster

Upon assuming office, compile a roster of executive board members and
committee chairs, including addresses, telephone numbers, and the dates
of each person’s term of office.

This Rosler should be distributed to the hoard at its first meeting for
corrections, address changes, ete., and to verify terms of office. The
Roster can then be typed, entered in the manual, and distributed to the
board members and committee chairs.

Minutes

A, Record minutes at all beoard and general membership meetings. The
minutes should include action statements,

B. Minutes should be sent to the President for review and approval
before digtribution.

Notices of Board Meelings

Notices should be mailed at least three weeks before the meeting.
Meeting packets should include:

—Meeting notice & map
be sure Lo verify the date, time and room location with the
host institution,
~~Minutes from previous meeting (approved by the President.)
—Meeting Agenda if provided by the President
--Other appropriate documents such as:
—~handouts from the previocus meeting should be included in the
packets of individuals absent from the meeting. '
-—anu reports or documents designated by the President or other
officers,

Maps

A, Meeting notices should include a map to the hosting institution.
The manual contains maps for some institutions. I¥ you do notl
have a map, obtain one from the hosting institution.

B. Copies of all maps should be maintained in the manual to avoid the

necessity of obtaining new ones each time a meelting is scheduled
at the same host institution.
1



Board Mailing Ligt/Mailing Labels

A, At the begimming of the yvear, type a mailing list of board
menbers, commitlee chairs, and area representatives to be used Tor
distributing minutes, notices, etc.

B. 1t possible prepare mailing labels for board meetings. This will
speed preparation and distribution of information packets.

Minutes of the Annual Membership Meeling

Minutes of the annual membership meeting should be distributed to the
membership at least twice during the year. These minmutes are usually
reviewed by the President and the board at the Tirst executive board
meeting of the year. The preliminary mailing should be marked DRAFT and
is to accompany distribution of membership renewals as time allows. The
gecond distribution may occur at the succeeding annual meeting prior to
the buginess meeting.

Supply of stationery

The supply of stationery should be monitored regularly. The Secretary
should also retain the camera-ready board used to print the stationery.
Upon leaving office, the outgoing Secretary should make recommendations
i.e., suggested revisions to the letterhead, need for additiocnal
stationery, envelopes, etc.,, and should pass on the camera-ready board
to the next Secretary.
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