End of Year Report for Secretary 2009/2010 – Leslie Keetley

I held this position for two years.   During this year I was responsible for attending Executive and General Meetings, taking minutes and editing them as required.  I emailed my draft versions to the executive and Administration for any suggested changes.   

The funding request forms were signed by the President or VP; I made copies of them and distributed them to the accounting clerk, the KHASA treasurer, the individual teachers and the Funding request binder.

I realize now that to really fill this position I should have made the copies of the minutes to hand out at the meetings, thereby saving the President from having to do this.  I also could have been more involved with correspondence and thank you cards.  I did participate in the preparing the Keating Funding Fact sheet, but did not help with preparing the correspondence to KOSC or other correspondence.

What I would do differently:  use a lap top to record the minutes during the meeting, make the minutes shorter and to the point, prepare a Thank-you card for any guest speakers and put more handouts at the KHASA corner.

I did like that the VP did up the newsletters, as when I did it I would get submissions so late and would end up doing the newsletter late the night before it was due.  I think the VP should continue doing the newsletters or two people could take on the secretarial position.  If the position was shared then the meetings could be split up.

Leslie Keetley

