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Secretary

Functional Overview:
Serves as an elected member of the NHRMA Board of Directors with responsibility to accurately record proceedings of all NHRMA Board Meetings, to include taking minutes and maintain records.

Responsible To:
· NHRMA President
Responsibilities:
· Serves as a voting member of the NHRMA Board and is expected to attend and participate in all meetings of the Board. 

· Prepares minutes of Board meetings and submits them to the president for review and distribution to all Board members and the SHRM Pacific West Field Services Director.
· Ensures records accurately reflect business matters.
· Recommends new policies and procedures to increase organizational effectiveness.

· Represents NHRMA in the HR community. 

· Assists with other projects as requested. 

Requirements:
· Must be a SHRM member in good standing residing and/or working in Alaska, Oregon or Washington. 

· Must be able to attend NHRMA board meetings and annual conference and complete assigned activities in a timely fashion. 

· SHRM certification preferred.  Other HR-related certification accepted.

· Must be able to serve a one-year term beginning January 1st for a maximum of three years. 

· Detail-oriented.
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