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1. EVAA’s Mission:
To deliver a diverse range of well managed sports programs to the families living within the Eastview High School enrollment boundaries as well as the city of Apple Valley. EVAA strives to provide a quality athletic experience to kids of all ages and capabilities with a focus on sportsmanship.
2. General Responsibilities:
The Secretary shall be elected for a period of two (2) years.  This position will be responsible for keeping records of Board actions, including overseeing the taking of minutes at all board meetings, sending out meeting announcements, distributing copies of minutes and the agenda to each board member, and assuring that corporate records are maintained.   
3. Essential Functions:
	3.1. Maintain all records of reporting:  Own and manage the process of 	capturing and disseminating information across the organization.  Ensure 	corporate records are maintained and accurate.
	3.2. Maximize BOD Meeting output:  Provide notice of meetings of the 			Board and/or of a Committee when such notice is required.  Take, 			distribute and review BOD meeting minutes in a timely manner.  Send 			reminders for action items within one week of meeting and reminders for 			next meeting one week prior to meeting.
	3.3. Assume other responsibilities as needed:  Participate on select 			committees where appropriate. Assume responsibilities of the chair in 			absence of critical leadership. 
4. Qualifications:
High school diploma (additional related training desirable)
Language and organizational skills suitable for job role
Experience working within not-for-profit organizations
Competency with available technologies to support job function
Ability to assume responsibility, display initiative, and exercise good judgement
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