


California Professional Communications Human Resource Task Force  
Secretary

The Secretary’s duties and responsibilities include, but are not limited to, the following: 
· Support the Chair in ensuring the smooth functioning of the Committee
· Prepare agendas in consultation with the Chair
· Circulate agendas and any supporting papers 
· Receive agenda items from other Team Members
· Ensure that adequate representation will be available (in attendance) at each meeting
· Send reminder meeting notices and request confirmation of meeting attendance
· Organize the logistics of meetings
· Record meeting minutes and circulate the draft minutes to all Team Members
· Ensure the minutes are reviewed and approved at each subsequent meeting
· Check that Team Members and/or Team Leaders have carried out action(s) in which they have agreed to committed to
· Ensure up-to-date records are kept of Committee membership
· Assist the Chair in recruitment of new members
· Handle Committee correspondence
· Keep a complete membership attendance at each of the Committee meetings and ProCHRT Committee conference calls 
· Maintain a current register of contact information of each Team Member
· With the oversite of the Chair, prepare an Annual Report to the Association of Public Safety Communication Officials (APCO) with accomplishments and current progress of the Committees
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