TWS Western Section Operations Manual                      1.11-3                            Revised April 19, 1996

1.11	EXECUTIVE SECRETARY

The Executive Secretary provides professional development and association management services for the Western Section.  The Executive Secretary facilitates the development and implementation of projects, programs, events and activities that are consistently of high quality and occur as planned in a timely and professional manner.  The Executive Secretary provides valuable support to the volunteer efforts of Section members, particularly the Executive Board.

1.11.1	Responsibilities

The Western Section engages in numerous, varied activities, with priorities changing from year to year.  Consequently, the Executive Secretary's responsibilities are expected to change to meet these changing needs, and the following description of major duties is provided in general terms only.  Task-specific guidelines will be developed on an annual basis to provide both the Executive Secretary and the Executive Board an opportunity to evaluate the quantity, quality and timeliness of work completed.

The primary tasks assigned to the Executive Secretary include:

A.  Managing the Section professional development program [approximately 70 percent of total responsibilities].  Duties include:

1.  Evaluating and advertising courses offered by other organizations and individuals;

2.  Contracting with current professional development program providers to offer their programs under Section sponsorship, with the Section sharing in the profits; and

3.  Developing professional development opportunities, including workshops, seminars and conferences, as necessary to fill in gaps in current offerings, to the extent that Section resources, including volunteer labor of members allow.

In regard to developing Section-sponsored courses, the Executive Secretary’s duties will include:

·	working with the Section’s Professional Development Committee in determining subjects of topical interest to members;
·	determining the potential market for Section-sponsored programs to assure profitability;
·	assisting the Professional Development Committee in identifying and enlisting Program Coordinators and instructors;
·	assisting Program Coordinators and instructors in developing programs and marketing materials;
·	distributing marketing materials;
·	maintaining thorough financial records;
·	preparing and distributing course materials
·	determining subjects of topical interest to members;
·	determining market for programs to assure profitability;
·	researching potential instructors;
·	assisting instructors in developing programs and marketing materials;
·	distributing marketing materials;
·	
maintaining thorough financial records;
·	preparing and distributing course materials;
·	overseeing registration of attendees; and
·	collecting registration fees and remitting to the Treasurer.

In regard to the Annual Conference, the Executive Secretary’s duties include:

·	assisting in planning and implementation of the Annual Conference and other meetings (including supplying poster paper, felt tip markers, masking tape, Society brochures, Section Bylaws, and Society and Section membership application forms);
·	coordinating the exhibitor program at the Annual Conference, including solicitation of exhibitors, purchase of necessary insurance, and management of the on-site process at the Conference;
·	overseeing the registration process for the Annual Conference, both by mail prior to the Conference and at the registration desk at the Conference;
·	bringing cash box, banquet and raffle tickets, name tags, supply of pencils, registration forms and receipts, and an appropriate amount of change.
·	coordinating registration activities and being responsible for money collected. 
*	Open the registration table the night of the Annual Business Meeting for pre-registration.
*	Two registrars with computers should be available for registering attendees and making name tags whenever the registration desk is open.
*	Have a system prepared for tracking all funds received from registrants, including appropriate allocation (e.g., registration fee, banquet, tours, transactions, dues, etc.).
*	Keep detailed records of all disbursements of funds, including refunds and bill payments.
·	Providing Transactions Editor with an alphabetical list of registrants at the Annual Conference.

B.	Providing administrative management services, at direction of the President [approximately 30 percent of total responsibilities].  Administrative services include:

·	attending Executive Board meetings and other Section meetings;
·	monitoring incoming mail at post office box and distributing it to Section officers;
·	overseeing the annual review and revision of the Section Operations Manual;
·	assisting the review and revision of the Section By-Laws (as necessary);
·	acting as Sales Coordinator for the Transactions;
·	sending a letter of welcome, the information package, and a copy of the Section By-Laws to each new TWS member in the Section. (The information package could include a list of Section and Chapter officers; brochures on TWS; Section Position Statements; Certification information; Western Section history; and Golden and Silver Wildlife flyers); 
·	assisting Section officers and committee members as necessary to complete tasks assigned by the Executive Board;
·	writing grant requests and pursuing other types of funding to support Section activities and programs;
·	distributing materials, audiovisual programs, or special mailing to Section members and the public;
·	keeping members informed of significant events and accomplishments via the Section newsletter;
·	sending a copy of the Annual Conference agenda to the Executive Director and Program Director of TWS;
·	sending newly elected President-Elect’s name and address to the Executive Director of TWS within ten (10) days of election;
·	maintaining supplies of TWS brochures, application forms, and Bylaws; 
·	maintaining facilities for storage of current and past Section business records;
·	maintaining the Section membership roster; and
·	providing other administrative services as directed by the President.

1.11.2	Personnel Committee

The President, Past-President and President-Elect constitute the Western Section Personnel Committee.  The Personnel Committee will make all necessary decisions that affect the Executive Secretary in a timely manner.  Actions taken by the Personnel Committee will be reported at the next regular meeting of the Executive Board and will be recorded in the meeting minutes.

1.11.3	Funding and Administration

Adequate funding will be budgeted each year to cover salary and other expenses associated with the Executive Secretary position.  A professional accountant or payroll management firm will be selected by the Personnel Committee, in consultation with the Western Section Treasurer, to handle preparation of payroll records.  An insurance company will be selected by the Personnel Committee to handle worker's compensation insurance and any other insurance required by state of federal law.

1.11.4	Controls

The Executive Secretary reports to the President.  The President-Elect will supervise the Executive Secretary when necessary due to absence or illness of the President.  The Executive Secretary, in consultation with the Personnel Committee, will prepare an annual work plan that identifies the type and scope of work to be completed during the following year.  To the extent possible, the work plan will specify a detailed schedule and due dates for all products and services.  The work plan will be updated annually to coincide with the Section fiscal year.


