
AMTA Secretary Job description 
 

•      The main responsibility of the Secretary is to record minutes of all meetings of the Executive 

Board members.  Executive Board meetings are usually held in the Fall (September) and 

during the annual AMTA conference (May). The annual AMTA e-Meeting is conducted in 

February. 

•      Prior to each Executive Board meeting, the Secretary complies reports from each of the 

Executive Board members into one report. 

 

 


