
Blue Star Mothers of America Inc.

National Recording Secretary
Elected Position

Position Summary

The position requires knowledge, commitment and best practice following parliamentarian guidelines for elements of recording minutes as the legal record of the proceedings and actions of the National Executive Board meetings, Pre-Convention National Executive Board meeting, the National Convention and the Post National Convention National Executive Board meeting. The Recording Secretary must have a working knowledge of parliamentary procedure, especially relative to recording minutes, a working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and any relative federal requirements. Perform all other duties as needed, assigned or required.
Major responsibilities: 
1. The exact wording of motions, whether passed or failed, and the way they were disposed of, along with the name of the maker

2. If the vote was counted, the count should be recorded.  Tellers reports, if there are any, are included.  In roll call votes the record of each person’s vote is included      

3. Notices of motions – previous notice is sometimes required for complicated or compound motions.

4. Points of order and appeals

5. ATTACHMENTS :
The official copy of the minutes should have attached to it the original signed copy of:

A. Committee Reports

B. Officers Reports

C. Written Motions

D. Tellers Reports

 Correspondence

6. Record by tape or digitally, all meeting minutes
7. Assemble the Post-Convention package and send it to the webmaster to be posted on the National website. Barring any unusual circumstances, this distribution should be completed within forty-five (45) days of the close of the Post-Convention Board meeting.



8. Prepare and mail announcements of the new President’s election to office to other Veterans Service Organizations


9. Assist the National President in distributing documents as necessary
10. Assist the National President with writing official BSMA Inc. letters/communication
11. Prepare and deliver personalized Affiliation Agreements for every duly chartered Chapter and Department. Arrange for signatures of NEB and departments where applicable and provide instruction to chapters for signing and returning the documents. Detailed records of delivery and return will be maintained by the National Recording Secretary.  She will report to the  NEB, on a frequent basis, the statistics that are gathered from these records; the National recording Secretary shall make contact with each sub-entity that fails to return their executed Affiliation Agreement to get a status report on that sub-entity and attempt to assist them  in resolving any problems that might be preventing their compliance; 

12. Assist the NEB and the Committees of the organization upon request or assignment
Key capabilities: 
· Member in good standing

· Computer proficiency skills

· Proficiency with Microsoft Word

· Proficiency at Microsoft Excel (Spreadsheets)
· Knowledge of Parliamentary Procedure (Roberts Rules of Order Version 10 for recording minutes)
· Learn to use a tape or digital recording device to record the minutes of the meetings

· Ability to proficiently use and pull information from National BSMA Inc. Website and Database
· Good oral and written communication skills

· Ability to work productively and cohesively in a team environment
· Availability to be present to record meetings when required
· Working knowledge of Parliamentary meeting procedure protocol

· Professionalism at meetings and when interacting with all members
· Basic computer data entry skills.  
· Email discussion skills

Interdependencies with other functions: 
· The National President

· The National First Vice President

· The National Webmaster

· Be available by phone or email for additional communications from all members of the NEB.
· National Membership for sending and return of Chapter and Department affiliation agreements
· Participation in NEB meetings utilizing knowledge of Parliamentary meeting protocol

Reporting relationships: 
· Prepare to submit minutes for corrections and for approval at NEB meetings
· Prepare Spreadsheets for compliance counts on Affiliation Agreements

· Send Report to the appropriate congressional office for the term year

· Properly transition all National Recording Secretary files and recordings to the newly elected National Recording Secretary
· Requires at least a 60 day commitment to be available after her term ends to inform and train the newly elected National Recording Secretary.

Time Required per week: 
Time required varies with an average time of approximately 15 hours per week depending on the time of year.  Some weeks will be less, some weeks will require more.
Length of Commitment: 
One term year upon election; may serve two elected terms consecutively or non-consecutively
Key performance indicators:

· Timely preparation to report at monthly NEB Meetings

· Timely preparation to report at the National Convention

· Use the National Website to pull the address of record for every chapter and department president for Affiliation Agreement Mailings

· Timely preparation of and delivery of Affiliation Agreements

· Accurately record the return of all Affiliation Agreements

· Timely follow-up on Affiliation Agreements that were not returned

· Timely preparation to prepare all meeting minutes for approval
· Interactive and productive participation in the team NEB environment

· Attendance at National Executive Board Meeting and all other BSMA Inc. Organizational functions that require meeting recording duties
