SAA Job Description Updated 8/2023

SECRETARY of SAA
Qualifications:  

•   Important and necessary skills include attention to detail and organization; competency in word-processing; and familiarity with formatting functions of a word-processing program.  The Secretary will need a laptop computer for use during meetings, and will need to master the Society’s online board management system (currently OnBoard).
Term:

•   Serves on the Board for two years as Secretary.

Duties:

•   Attends Sept/October and March/April Board meetings.

•   Participates in email discussions, conference calls, monthly on-line Board meetings and electronic meetings, on a timely basis.

•   Serves as a member of the Executive Committee, working with the President and other officers with the governance of the SAA, including setting the agenda for the Board meetings. Attends monthly on-line Executive Committee meetings (30 min to an hour).
•   As a member of the Board reviews the financial statements monthly and the annual audit. 
•   As Secretary has the following specific responsibilities:

· Prepares agendas for meetings: Board of Directors (BD) Meetings and Annual Business Meeting. Preparing the agenda for the BD meetings is a cooperative endeavor among the Executive Office, the Executive Committee (EC), and the Secretary. The ultimate responsibility is the Secretary’s. (The Executive Director and the EC also create the Order of Business for the BD Meeting from the Draft Agenda). During the EC Meeting, the agenda for the next BD Meeting is developed. The Secretary prepares a draft of this agenda at the EC meeting, using his/her laptop and the online board management system. This draft is cleaned up and any late items that are submitted by the various committee chairs, task forces, and other groups after the meeting are added. The Secretary works with the Executive Director (who serves as the Assistant Secretary-Treasurer, as per the Bylaws) to revise the agenda until it is in good form. This generally takes about a week of intermittent emails. In general, it takes about 12 to 16 hours total for the secretary outside the time of the EC meeting. Since the EC meets about a month before the BD meeting, preparing the agenda must be done quickly, generally within seven to ten days of the EC meeting.  The agenda becomes a working document for the BD meeting minutes (see below). The agenda contains draft motions for the Board’s consideration, a list of electronic motions passed in between board meetings, a list of consent motions, documents such as committee reports, and other informational items. 
· Works with Executive Committee to Establish Order of Business for Board Meeting-The Secretary works with the Executive Committee to prepare the Order of Business. The Order of Business is prepared electronically and it is recommended that the Secretary spend some time working with the program in advance of the Executive Committee meeting where the Order of Business is prepared. (A program for this task was developed and is in use. Documentation on its use will be provided to the Secretary.)
· The agenda for the Annual Business Meeting originates in the Executive Office and is reviewed by the Secretary prior to the Annual Business Meeting. This too may become a draft for the Secretary’s minutes (see below).
· The Secretary reviews the call for meetings and committee report calls prepared by the Executive Director prior to their going out.  This generally is accomplished in a few short email exchanges. 
· Minutes (BD Meetings). The Secretary takes minutes on his/her laptop at Board meetings. The Secretary may use a copy of the agenda as an outline for recording the minutes. The online board management system makes this relatively easy. However, it is important that the Secretary listen (and participate) in the conversation during BD meetings so that he/she can formulate motions, modify suggested motions, and capture the essence of discussion. The Secretary must note the time that BD meetings come to order, keep track of who is present at each meeting, and the times that people are absent from the BD meeting while business is being conducted. The secretary keeps track of motions that are passed at BD meetings and notes if members of the BD are not present for a vote. The secretary also notes when meetings are adjourned or interrupted for the BD to go into Executive Session. The Secretary’s full attention is required during BD meetings.  After the BD meetings, draft minutes are circulated between the Executive Director and the Secretary until they are ready to be reviewed by the BD. Draft minutes are circulated to the BD by the Executive Director. The Secretary is responsible for making corrections to the draft minutes. Preparing the draft minutes that will be approved at the next meeting of the BD, generally takes about 20 hours of intermittent work and should be done as soon as possible following the BD meeting. Final versions of draft minutes are sent to the ED for posting on the SAA website. 
· Minutes (Electronic Meetings). The Secretary takes minutes during Electronic Meetings and Meetings conducted via Conference Call. Like Board Meetings (see above), the Secretary is responsible for recording the actions of the board including the approval of any motions of the Board. The Electronic Minutes of the board are prepared and submitted to the Executive Director within 1week of the meeting for review and distribution as needed. 
· Minutes (Annual Business Meeting). The Secretary must determine if a quorum is present so that the President can call the Business Meeting to order. The Secretary announces the election results and thanks all those who participated in the elections at the Business Meeting (see below under Elections and Bylaws changes). The Secretary also prepares minutes of the Business Meeting (to be approved at the next Business Meeting). Annual Business Meeting minutes may be most easily compiled by requesting that the President and Executive Director provide the Secretary with a copy of their remarks prior to the Business Meeting and obtaining a copy of the Ceremonial Resolutions Committee report prior to the Annual Business Meeting. Names of those receiving awards (that also become part of the Annual Business Meeting minutes) may be obtained from the Program of the Annual Meeting. A summary of the business that transpired during the Annual Business Meeting is also prepared by the Secretary to be included in The SAA Archaeological Record. This summary is generally submitted through the Executive Office within 7 days of the Business Meeting to meet press deadlines. 
· Summary of BD March/April Meeting. The secretary 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 7 days of the meeting to meet press deadlines and is published in The SAA Archaeological Record.

· Elections and Bylaws Changes. As liaison to the Nominating Committee, the Secretary is responsible for monitoring the progress of that committee to ensure that nominees have been selected. Through the Nominating Committee chair, the Secretary is responsible for collecting statements from the candidates. The elections functions, although those of the Secretary, are handled by the Executive Director who is defined in the bylaws as the Assistant Secretary-Treasurer: preparing the ballot and supporting materials and counting the ballots. The Secretary reports the election results to the membership at the Annual Business Meeting (see above), and congratulates those who won and thanks those who ran. The Secretary also reports the total number of votes cast. 
· The Secretary also serves as liaison to the Bylaws Committee. This works with the election process as bylaws votes are typically cast with the election vote. The Secretary’s role is to ensure that the Bylaws Committee drafts necessary bylaws changes in time for the annual election.

•  Serves as liaison to the Board for the Nominating and Bylaws Committees as described above and other Committee and Interest Groups, as assigned. (Because the Secretary really does have a lot of work, I personally recommend keeping these to a minimum).
· attends Committee and Interest Group meetings at the Annual Meeting

· remains in contact with Committee and Interest Group Chairs throughout the year

· ensures that Committee and Interest Group budget requests and reports are submitted to the Board
•   Because the Secretary helps formulate motions of the Board, he/she should regularly review the Society’s bylaws and the Handbook for Directors and Officers.  The Secretary, like other Board members and officers, should be comfortable with the “Roles and Responsibilities of SAA Leadership,” in the Handbook.
•   I have found it helpful to have had experience with meetings (faculty, advisory boards, SAA committee, etc.) including some knowledge of Robert’s Rules. 

Time Commitments

In addition to the time commitments related to the specific duties outlined, the Secretary has the following duties/time commitments:

•     Attendance at meetings

· must attend Annual Meeting, arriving one day before opening session

· several hours of SAA Committee and Interest Group meetings at 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

Over the course of the year, the estimated time commitment in addition to the specifics outlined above ranges from approximately 1 hour to about 6 hours per week, depending on the issues on the table. The most active times for the Secretary are around the two annual Executive Committee meetings and the two Annual Board meeting as the Secretary works with the Executive Director and other members of the Executive Committee to prepare meeting agenda and other board documents. 
•   Finally, the office of secretary is really fun (honestly it is!!!). Nobody believes that the secretary of a major national organization actually takes minutes let alone helps to compile a Board book that is several hundred pages long. You get to see a lot of shocked looks. In all seriousness, the job is a fun “inside” job for those who want to know more about how things work and serve SAA without being too out there. It can often be challenging while also being extremely rewarding in that you get to work with a great group of people who share a commitment to archaeology. Also, the Society is privileged to have a great staff in the Executive Office and nobody could do this job without our wonderful Executive Director. 

