DUTIES OF SECRETARY STUDENT & SCHOOL
In conjunction with the advisor, the Secretary student shall:

1.
Attend meetings of the TASC Board of Directors. Student should be well versed in parliamentary procedure and skilled in public speaking.  Secretary student is responsible for taking minutes during each meeting and should submit minutes to TASC within one week after meeting.  Board meetings are held in July/August, at the Middle Level Annual Conference, and at the High School Annual Conference.
2.
Attend TASC State Steering Committee Retreat (held in June or July).  TASC will cover expenses.
3.
Attend a Summer Leadership Workshop.

5.
Serve as junior counselor at an Advanced Leadership Workshop (optional).

6. 
Represent TASC at the National Conference in June. TASC covers registration, pre-trip, and hotel of student secretary.  Meals are covered at the conference.
7.
Serve as an emcee at the Annual Conference.

8.
Serve as the social media chair (i.e. Twitter, Facebook, videos, etc.).
9.
Perform other duties as required.

Under the direction of the advisor, the Secretary school shall:
1.
Serve as Chairman of the Tabulating Committee (advisor and one student from four schools) formed by October 1.  

2.
Recruit schools to serve on Balloting Verification Committee by October 1.  Members of the committee shall be an advisor and a student from various schools across the state.  Committee members may not serve on an Annual Conference Committee two years in a row.  Members of the Tabulating Committee may not run for office; in addition, they may not nominate or second the nomination for any candidate.  Members should be from diverse regions of the state.  
3.
Recruit schools to serve on the Top Video Selection Committee by October. 1.  Members should be from diverse regions of the state.
4.
Provide a written report to the TASC Director giving the results of the election immediately following tallying of votes.

5.
Manage balloting at the Annual Conference.
6.
Maintain a record regarding all activities performed to be given to the next year’s secretary school.
7.
Emcee and present at the Middle Level Conference and Emcee at the High School Conference.

8. 
Provide a presentation at the Advisors Workshop, the Middle Level Annual Conference, and the High School Annual Conference.
9.
Ensure Top Video report form information/updates is provided at Advisors, Middle Level Annual Conference, and High School Annual Conference.
10.    Review and update criteria  for Top Videos with the approval of the Board as needed.
11.
Select the Top Videos according to published criteria.  Entries will be sent to you by TASC and final results should be sent to TASC. 
12.
Perform other duties as required.
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