Florida Association of Neonatal Nurse Practitioners 
Secretary Job Description

1.  Duties and Responsibilities

A. Serve as an officer of the Association with the President and Treasurer

B. Collaborate with the duly elected officers in the general management of the affairs of the association
C. Record and maintain minutes of the Board of Directors (BOD) and Annual Business meetings of the Association.  The minutes should be sent to the President for review, then presented for approval at the following BOD meeting.  If the Secretary is unable to attend the meeting, he/she shall designate a scriber.
D. Maintain bylaws and membership records
i. Maintain current membership records and email list to printer when updates occur  

ii. Investigate addresses for returned mail and update member database as needed
iii. Send membership renewal reminders twice, with the first correspondence to include the renewal reminder notice and renewal form.  The second reminder should contain the second renewal notice only.  The first renewal reminder should be sent no later than July 1st, and the second reminder should be sent by Aug 1st annually. 

iv. Send email blasts to members as warranted
E. Serve as a member of the Communications Committee
i. Order and send NNP Week gift and card to membership for delivery the first week of November annually.  Assist with the NNP gift mailing list and postage to the designated BOD member for distribution following the FANNP Symposium.  
ii. Respond to member inquiries via the Internet or mail as indicated. Complete and send verification of membership inquiries as requested.
iii. Present Communication Committee reports for BOD meetings and the Annual Business meeting.  The annual communication report must be submitted to the President by September 15th of each year.  The annual report should include membership data, and accomplishments of the year.
F. Perform other duties as may be assigned by the BOD
2. Qualifications

A. Must be a member in good standing in the Association
B. Must be an NNP
C. Must have the ability to meet the obligations and time commitments of the position, to attend regularly scheduled meetings & conference calls in person or electronically and respond to electronic messages regularly
3. Reimbursement

A. Three complimentary conference nights at the hotel

B. Reimbursement of meal expenses when hosting BOD meetings
C. Reimbursement of business expenses related to executing the duties of the office of Secretary to include stationary, postage, mailing supplies, two printer cartridges per year, and NNP Week gift costs
