[bookmark: _qkbbnzdnulc8]HOA Board Position: Secretary
Term Length: 2 Years
 Eligibility: Must be a current homeowner within the community

[bookmark: _jb6ro8xurt0z]Position Overview
The Secretary plays a key role in communication, documentation, and organization within the Homeowners Association. This position ensures accurate record-keeping, supports community engagement, and helps keep residents informed throughout the year.

[bookmark: _tzz1daxteln2]Key Responsibilities
Meeting Documentation
· Attend and participate in all Board and Annual Meetings
· Record accurate meeting minutes and notes
· Maintain and store all meeting documentation electronically within the HOA email system for proper record-keeping
Communication & Notices
· Assist in organizing the Annual Meeting, including preparing and sending notices to homeowners
· Help prepare and distribute HOA communications, including reminders and updates
· Support the mailing of HOA dues notices (sent in April, due in May)
· Coordinate with the Treasurer to assist with follow-up notices and second-round late fee communications
Community Engagement
· Maintain and manage the HOA Facebook page to encourage community engagement and information sharing
· Assist in keeping the HOA website updated, especially following the Annual Meeting
· Help ensure communication platforms reflect current and relevant information
Flyers & Community Updates
· Create, update, and distribute community flyers as needed
· Adjust messaging seasonally to reflect current neighborhood needs (landscaping reminders, maintenance expectations, etc.)
· Ensure posted and shared information stays accurate and up to date throughout the year
Administrative Support
· Assist with organizing and maintaining HOA records and documents
· Stay engaged throughout the year and help identify items that may need to be brought to the Board or Architectural Committee

[bookmark: _1m20gbz2vu6n]Additional Expectations
· Maintain consistent communication with Board members and stay informed on community matters
· Be proactive in supporting communication and organizational needs throughout the year
· A home printer is helpful for this role

[bookmark: _mhptw7seyov3]Reimbursement & Supplies
· The Secretary will be reimbursed for ink (up to a one-year supply)
· One ream of paper will be provided
· Envelopes and postage (stamps) will be supplied by the HOA

