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Secretary/ Treasurer’s Task Log
Name: 





	Task
	Scheduled
	Met
	Intended Outcomes
	Outcomes Met

	Establish priorities and create a quarter timeline


	
	
	
	

	Create, maintain & assess a weekly project list and meetings

	
	
	
	

	Meet with the Executive Director to discuss progress, updates, initiatives, & support
	
	
	
	

	Create & post agendas for Exec, Personnel, & B.O.D. meetings in consultation w/ President & Ex. Director
	
	
	
	

	Consistently communicate w/ A.S.I. members re. Bi-weeklies expectations & due dates
	
	
	
	

	Process bi-weeklies submissions in consultation w/ A.S.I. President & Exec. Director
	
	
	
	

	Check-in w/ the Ass. Director re. GIA processing updates
	
	
	
	

	Table & class room presentations—connect w/ non-involved students
	
	
	
	

	Prepare & lead New Member Orientation meetings

	
	
	
	

	Communicate expectations timely w/ A.S.I. members that may affect Bi-weekly/ GIAs
	
	
	
	

	Attend the Exec, Personnel, Finance, & B.O.D. meetings
	
	
	
	

	Organize & create a transition folder
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Position Title: A.S.I. Secretary/Treasurer        Reports To: A.S.I. President and Board of Directors
SUMMARY:

The Secretary/Treasurer serves as an executive officer on the Associated Students, Incorporated (A.S.I.) Board of Directors (B.O.D.) and is responsible for managing the accountability process and G.I.A. payments to all elected and appointed A.S.I. members.

SKILLS AND ABILITIES:

· Commitment to academic excellence and high standards 

· Excellent written and oral communication skills 

· Strong organizational, problem-solving, and analytical skills 

· Ability to manage priorities and workflow 

· Versatility, flexibility, and a willingness to work within constantly changing priorities with enthusiasm 

· Acute attention to detail 

· Demonstrated ability to plan and organize projects 

· Ability to work independently and as a member of various teams and committees 

· Ability to handle multiple projects and meet deadlines 

· Creative, flexible, and innovative team player 

· Ability to work on complex projects with general direction and minimal guidance

· Working knowledge and understanding of A.S.I. policies and bylaw

ESSENTIAL DUTIES AND RESPONSIBILITIES:

In addition to meeting and maintaining CSULA's academic standards, the following reflects Associated Students definition of essential functions for this position but does not restrict the tasks that may be assigned or expected. A.S.I.'s President or B.O.D. may delegate additional duties and responsibilities to this position at any time due to reasonable accommodation or other reasons.

· Attends all A.S.I. Board Meetings from 3:30 – 6:00 PM every other Thursday
· Ensure the accuracy of the B.O.D. minutes prior to submission for approval by the B.O.D.

· Oversee accountability and quality control of A.S.I. B.O.D. Appointment & Interview Process and committee appointments.

· Sits on five (5) A.S.I. standing committees and one (1) university committee and must be available:

· Shared Governance Committee Meetings from 3:30 – 5:30 PM three – four Thursday per quarter 
· Personnel Committee, Executive Committee, and Strategic Planning Committee from 3:30 – 6:00 PM on Tuesdays,
· A.S.I. Finance Committee Meetings from noon – 2:00 PM every other Friday 

· Keep a scrapbook of all newspaper articles and pictures relating to the Associated Students, Inc. and compile files of all A.S.I. B.O.D. events and activities.

· Notify and conduct an orientation for all appointees of positions and committees to which they have been appointed or assigned by the B.O.D.

· Ensure regular A.S.I. members have access to the Directors by maintaining a list of their office hours.

· Distribute and post meeting agendas and minutes as required under the Gloria Romero Open Meetings Act of 2000.

· Forward resolutions that have been signed by the A.S.I. President to the parties concerned.

· Process Grant-In-Aid requests with the input of the President, VPA, VPAG, and VPF.

· Keep official record of the attendance of A.S.I. members for all official required committee meetings to ensure accountability of A.S.I. members. 
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