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AzAEYC Governing Board Job Descriptions 
JOB DESCRIPTION: SECRETARY 
TERM OF OFFICE: 2 years, with election in even-numbered years 
PURPOSE: The Secretary is a voting member of the Arizona AEYC Governing Board and a member of the Executive Committee. The Secretary works to advance the mission, vision and values determined by the organization and to uphold the bylaws adopted by the organization. The Secretary maintains official records of the Arizona AEYC. 
KEY RESPONSIBILITIES: 
➢ Attends Arizona AEYC Board meetings with a minimum of 75% attendance and participates in Arizona AEYC activities and events. 
➢ Prepares and provides written minutes of Board and Executive Committee meetings to its members in a timely manner. 
➢ Files approved minutes and maintains the official list of Board members. 
➢ Participates in fund-raising activities. 
➢ Performs any other duties as assigned by Board President 
QUALIFICATIONS: 
➢ Active member of Arizona AEYC. 
➢ A commitment to Arizona AEYC and its values, mission, goals, organization and services. ➢ Knowledge of the early childhood community. 
➢ Ability to understand concepts and articulate ideas. 
➢ Is sufficiently familiar with legal documents (articles, by-laws, IRS determination letter, etc.) to note applicability during meetings. 
➢ Ability to record and maintain minutes and written documentation. 
➢ Access to computer and printer. 
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