
ILA Secretary Duties
The Secretary shall be elected in odd-numbered years to serve as Secretary for a term of two years, and shall take office following the annual conference, see ILA Bylaws Article IV, section 4.c

Must be an ILA member, see Bylaws Article IV, section 2.a
Vacancy

The President, with approval of the Executive Board, may fill a vacancy by appointing a person to complete the term of office, see Bylaws Article IV, section 3.d

Duties
Bylaws, Article IV, sections 3.e, 4.d, g; Article V, section 1.

· Serves as a voting member of the Executive Board

· Records and keeps minutes in a permanent record book of meetings of the Executive Board and of the annual conference
· Handles correspondence as directed by the President and Executive Board
· Mails notices, except dues notices, to membership, as directed by the President and Executive Board
· Keeps file of names and addresses of all members serving on Executive Board, committees, and divisions, as directed by the Board
· Keeps a current record of the terms of office for executive board members and committee chairs; informs nominating chair of upcoming vacancies
· Keeps files of current minutes, pertinent correspondence, and communications
· Keeps record of attendance at board meetings and at Association meetings
· Submits preliminary draft of minutes to President for approval
· Sends copies of all minutes to all Executive Board members and Chairs-Elect following each Association meeting and each Executive Board meeting for approval.  Prepares them for posting on the website and/or other appropriate association publication, as determined by the Board
· Sends notices as soon as the date of the annual conference is decided to:  ALA Headquarters, American Libraries, Library Journal, PNLA Quarterly, or other appropriate publications 

· Sends news of ILA activities to American Libraries, or other appropriate publications  

· Edits minutes of the annual conference for posting on the website and/or other association publications as determined by the Board
· Mails papers, correspondence, documents, and records relating to the Association's business, activities, and history that are not currently in use to ILA Archivist, University of Idaho Library

