INDIANAPOLIS SYMPHONY ORCHESTRA ASSOCIATION (ISOA)

POSITION: 			RECORDING SECRETARY (elected position)
RESPONSIBILITIES: 	Takes notes/records of all Executive Board (EB) meetings and any other meeting as directed by the President. Receives written reports ahead of time.
	Writes first draft of EB minutes. Disperses this draft to EB members, asking for edits by a designated date.
	Makes necessary edits and distributes a final copy of the minutes to each EB member.
	Keeps a paper copy of all minutes in the Secretary’s notebook as well as a digital copy on chosen media.
PREREQUISITES:	Has organizational skills.
	Has ability to condense reports without omitting salient points.
	Has proven use of grammar and syntax.
	Has computer efficiency.
TIME:	Attends monthly ISOA Executive Board meetings and other meetings as needed.
	Is able to devote sufficient time to the preparation of all minutes.
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