SECRETARY

NEVADA OCCUPATIONAL THERAPY ASSOCIATION, INC.

STANDARD OPERATING PROCEDURES

FOR THE OFFICE OF:  SECRETARY
NOTA APPROVED:  JUNE 1987


REVISED: 9/1997, 7/2005, 8/2012, 1/2014
I. AUTHORITY

A. The authority of the Secretary for the Nevada Occupational Therapy Association is granted and determined by the Bylaws.

B. The Secretary shall serve as an elected voting member of the Executive Board.

II. ELIGIBILITY

A. The eligibility for the position of Secretary is granted and determined by the Bylaws.

B. The Secretary shall be a Licensed Occupational Therapist, or a Licensed Occupational Therapy Assistant in good standing with the licensure board, NOTA, and AOTA (if a member).

III. TERM OF OFFICE

A. The Secretary shall serve a three -year term.

B. The term of office shall commence July 01 following the election and shall continue through June 30 of the following year.

C. The Secretary may be re-elected for one consecutive term.

IV. OBJECTIVES

A. Keep accurate records of the affairs of NOTA.

B. Handle certain exchanges of information between NOTA and AOTA and between the Executive Board and the membership including management of the NOTA website and social media.

C. Serve as the recorder for all business meetings.

D. Serve on the Executive Board.

E. Serve as Ex-Officio Member of the Membership Committee.

F. Complete the term of office and transition of duties and responsibilities to successor.

V. PROCEDURES

A. Keep accurate records for NOTA:

1. Record and distribute to all Executive Board members minutes of the Board Meetings.

2. Read the minutes for the previous Board meeting and make any necessary adjustments for Board approval.

3. Place all minutes in a permanent or electronic file.

4. Serve as custodian of documents and archives of the Association to include the Articles of Incorporation, Bylaws, Standard Operating Procedures and Policies.  

5. Upload minutes of the Annual Business Meeting for publication on the NOTA website.
B. Handle exchange of information between NOTA and AOTA, and between the Executive Board and the membership:

1. Maintain copy of most current NOTA directory in conjunction with membership chair.

2. Maintain a current list of NOTA officers and chairperson and submit to AOTA upon request.

3. Maintain and update a current list of elected officers, their addresses, their phone numbers, and e-mail.
4. 
C. Serve as the recorder for all business meetings:
1. Executive Board Meetings as scheduled.

2. Annual Business Meeting.

D. Serve on the Executive Board.

1. Attend Executive Board Meetings as scheduled.

2. Attend Annual Business Meeting.

3. Review SOP’s annually and include recommendations for changes and updates in the Annual Report.

4. Exercise voting privileges.

E. Serve as Chairperson of Website / Social Media Committee 

1. Oversee the management and publication of the NOTA Website and social media, including keeping website manager up to date regarding changes and revisions needed on a regular basis.
2. Dates for all meetings are to be publicized in a format approved by the executive board.
                 F.  Serve as Ex-Officio Member of the Membership Committee.

1. Serve as Chairperson of the Membership Committee in the absence of an appointed individual.
2. Oversee membership drive and establishment of NOTA database in conjunction with membership chair. 


F. Complete the term of office and transition of duties and responsibilities to successor:

1. Orient the newly elected Secretary to SOP..
2. Transfer past documents to the newly elected Secretary, and be available to assist for three months following election of new Secretary
