


[bookmark: _GoBack]District 5050 Secretary Responsibilities
· Act as a resource to club secretaries providing information, support and training when required.

· Ensure necessary reporting to Rotary International is submitted 

· Using the template on the ClubRunner, compile the attendance and membership for the month and distribute to the District Leadership Team.

· During the third week of each month, remind those Clubs that have not completed their attendance reports to do so.

· Contact clubs to update club and officer information for the Official RI Directory and Rotary’s records as required

· Update District records and member list on My Rotary, ClubRunner and DACdb as changes occur

· Ensure Club and District leaders have proper RI access
· Maintain District online directory, updating data as changes occur
· Maintain minutes of Board and committee meetings
· Maintain files of District policies and governance documents
· Take minutes at District meetings and assemblies as required

· Manage district correspondence, responding to email and sending official notices and invitations

· Post District and Club events on District website when requested

· Attend the district training assembly and conduct District Secretaries Training session.

· Write an annual report at the end of the Rotary year
· Additional duties as identified by Board 
Requirements
· Must have completed the three levels of Rotary Leadership Institute

· Must be proficient with the use of on-line resources such as the Rotary International website, Rotary Club Central, and ClubRunner.
· Must be well organized
· Proficiency with wordprocessing, spreadsheets, PowerPoint and other desktop functions
· Have good writing skills
· Ideal candidate will have served at the District level

Please Note:
Appointments are for a one year periods with the option to extend the appointment an additional two times or more should the Governor and Governor Elect determine an extension is in the best interest of the District.
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