SAA Job Description 8/2023

SECRETARY-ELECT of SAA
Qualifications:  

•   Important and necessary skills, particularly when the Secretary-Elect becomes Secretary include attention to detail and organization; competency in word-processing; and familiarity with formatting functions of a word-processing program.  The Secretary-Elect does not necessarily need a laptop computer for use during meetings, as does the Secretary.

Term:
•   Serves on the Board as Secretary-elect for one year (the last year of the sitting Secretary’s term).

•   Becomes Secretary the following year for a two-year term.

Duties:

•   Attends the following Board meetings as Secretary-elect:

· March/April Board meeting at the Annual Business Meeting the year elected,

· that year’s September/October Board meeting, and 

· the first day of the Board March/April meeting at the following Annual Business Meeting
· monthly on-line Board meetings
•   Participates in email discussions, conference calls, and electronic meetings in a timely manner.

•   Serves as member of the Executive Committee for the last year of the sitting Secretary’s term, assisting the President and other officers with the governance of the SAA, including setting the agenda for the Board meetings. 

•   As a member of the Executive Committee, serves as a member of the Audit Committee

•   Attends the Sept/Oct and March/April Executive Committee meetings as Secretary-Elect and monthly on-line Executive Committee meetings (30 min to an hour).

•   Learns the duties of the Secretary by shadowing the Secretary during meetings in order to become familiar with the procedures for producing agendas, orders of business, and minutes. Learns to use and manage the online board management system. As well, the Secretary-Elect studies previous examples of these to become familiar with their pre-established format and structure.  The creation of and differentiation among these documents is part of the learning process in this first year.  

•   Often, as part of the learning and transition process, composes orders of business in collaboration with the Secretary during Executive Committee meetings. (The order of business is constructed electronically and the Secretary-elect should read the guidelines that are being established to familiarize him/herself with how the program works.)
•    As part of the learning process prepares a brief summary of the Board of Director’s                                                              March/April meeting for The SAA Archaeological Record. This task has been delegated to the Secretary-elect in years when there is one. The report is submitted through the Executive Office within one week of the Board of Director’s meeting and is published in The SAA Archaeological Record.

•   Serves as liaison to the Board for committees and task forces as assigned.

○   attends Committee and Task Force meetings at the Annual Meeting

○   remains in contact with Committee and Task Force Chairs throughout the year

○   ensures that Committee, Task Force, and Interest Group budget requests and reports are submitted to the Board on a timely basis
○   provides an email summary of any Board actions related to the committee/interest group

Time Commitments:

•     Attendance at meetings

· must attend Annual Meeting, arriving in time to attend the March/April Board meeting
○   several hours of SAA Committee and Interest Group meetings at the Annual Meeting

· several hours of Board receptions at the Annual Meeting

· business meeting at the Annual Meeting

· four days for each Executive Committee meeting (2 days travel and 2-day meeting)

· four days for Sept/Oct Board meeting (2 days travel and 2-day meeting)
· monthly on-line Board meetings
•   Two to four hours in advance of each Executive Committee and Board meeting to review the agenda and read supporting documentation in Board notebook.

•   On average, a few minutes each day, several days a week, to participate by e-mail in Board and Executive Committee discussions, conference calls, and e-votes.  Additional time as issues and committee and interest group assignments warrant.  It is estimated that the Secretary-elect’s time commitment ranges from 1 to 5 hours per week depending upon issues before the Board
