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POLICY & PROCEDURE
SUBJECT:
Role Description – Secretary-Treasurer


A.         Overall Purpose and Objectives of Role


1.
Understands, upholds, and supports the mission, purpose, philosophy, objectives, Bylaws, policies and procedures of ONCB.

2.
Accurately reviews or records the minutes of all business meetings of the ONCB.

3.
Monitors sound fiscal management of ONCB.

B.
Composition

1.  ONCB Director

a.
Selection method:  Elected by ONCB (refer to Bylaws Article VI, Section 2)

b.
Qualifications:  Director or public member of ONCB; see policy 4d for ONCB member requirements.
C.
Tenure

1.
The Secretary-Treasurer of the ONCB shall assume office at the close of the fall ONCB meeting.
2.
The Secretary-Treasurer shall be elected for a term of 1 year but may serve consecutive terms as determined by Bylaws (Article VI, section 3).

D.
Meetings

1.
The Secretary-Treasurer shall attend all ONCB meetings.

2.
The Secretary-Treasurer shall complete representative travel as deemed appropriate to meet or further the goals identified by the ONCB.

E.
Responsibilities of Officer

1.
The Secretary-Treasurer shall serve as an active member of the ONCB.

a.
Reviews role description every 2 years and proposes changes to ONCB.

c.
Handles general correspondence as requested by the President.

d.
Submits reports in accordance with established deadlines.

e.  
May assist in preparing meeting agendas.

f.  
Reviews, evaluates, and responds to all material presented.

g.  
Assumes responsibilities delegated by the President and/or the ONCB.

2.
The Secretary-Treasurer, or designee, shall record the minutes of all business meetings/conference calls of the ONCB.

a.
Assures minutes of all ONCB meetings are maintained at the national office.



b.
The recorder shall complete the minutes within 2 weeks after any meeting and 



distribute to the Executive Committee for review.  If the Secretary-Treasurer is 



serving as the recorder, minutes shall be distributed initially through the 
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Executive Committee for review.  If a designee has recorded the minutes, they 

shall be sent to the Secretary-Treasurer for review before distribution to the 





ONCB. 
c.
Excerpts selected sections of the minutes and directs the management staff to

             distribute to appropriate individuals.

3.
The Secretary-Treasurer shall monitor the direction of all financial affairs of the ONCB.

a.
Serve as chair of the Finance Committee.

b.
Reviews a draft of the annual ONCB budget in conjunction with the Executive Director and the President-Elect prior to distribution to the Finance Committee and ONCB for approval.

c.
Reviews scheduled independent audit/review of financial records by CPA in conjunction with Finance Committee.  

d.  
Reviews all financial reports and long-range financial planning.

e.  
Monitors monies and investment programs.

f.          Monitors committee expenses on an annual basis.

g.  
Verifies expenditures of the ONCB.

h.  
Recommends changes in fiscal policy.

i.
Recommend special studies or analyses on financial matters as necessary.

i.  
Approves fiscal expenditures for committee meetings in conjunction with the President.

j.  
Reviews exceptions to expense reports in conjunction with the President and/or the Executive Director (2 of the 3 must review exceptions).

4.  
In conjunction with the Executive Director, the Secretary-Treasurer shall present an annual report of the financial status of the ONCB to the ONCB during Congress board meeting.

a.
Reviews monthly financial statements.

b.
Presents end-of-year report to the ONCB.

5.
The Secretary-Treasurer shall recognize and advise the ONCB of changing outside influences that may affect the decisions of the ONCB.

a.
Reviews and communicates general nursing issues as appropriate.

b.  
Reviews governmental, societal, and economic trends and communicates as appropriate.

6.
The Secretary-Treasurer shall serve as liaison for the ONCB as appointed by the President.

a.  
Serves as a resource person to chairs/committee members.

b.  
Guides committees in establishing goals, objectives, and priorities.

c.  
Directs communication to/from the ONCB.

.

7.
The Secretary-Treasurer shall assure notice is given of all meetings of the ONCB.

a.
Works closely with the President as needed in scheduling meetings.

b.
Keeps the ONCB informed of dates, time, and places of meetings.

8.
The Secretary-Treasurer shall, in general, perform all other duties incident to the office.

9.
The orientation of duties to the incoming Secretary-Treasurer shall occur during the fall board meeting and continue as needed to ensure a smooth transition.
