Secretary (Chapter)
OKLAHOMA BUSINESS ETHICS CONSORTIUM
Summary:
Responsible for assessing and managing organizational risk.  Documents Chapter activities and Chapter Board meetings.
Term:  One Year

Qualifications:
Character:

· Passionate about the accomplishment of the organization's goals as demonstrated by regular involvement in monthly meetings. 

· Maintains a reputation for integrity in professional and personal dealings.  
· Visionary in commitment to growth; looks beyond problems to causes; and develops solutions for success.
   
· Willing to dedicate the time required to ensure that the organization meets its goals.  
Experience:
· Previous experience as a Secretary in a non-profit or company capacity. 
· Knowledge and ability required to assess risk to organization and make appropriate recommendations.

Responsibilities:
1) Assesses and makes recommendations to Chapter and State Council leaders to ensure that organization is managing its risks, either by insurance or through protections in board minutes, to minimize risk and liability.
2) Collaborates with Chapter Treasurer and Vice President of Corporate Governance to ensure that Consortium maintains status as a 501c6 by conforming to all relative regulations and tax requirements.

3) Records minutes of Chapter and Board meetings; maintains official documents and provides historical perspectives on Chapter activities as needed.

4) Demonstrates support for the organization through recruiting efforts and through support of the Consortium’s fundraising endeavors. 

5) Acts as an ambassador to the Oklahoma City business community on behalf of the organization.
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