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Congratulations, you’re the Secretary of your local NCRSP! 

 

Congratulations on being nominated to serve as your local NCRSP Secretary. Your job is crucial to 

making the local more organized and in improving communication.  

The culture of each local NCRSP varies. Each President has a different style. Be ready to be 

supportive and visible as the Secretary of your NCRSP local.  

Work very closely with the President and Executive Board on all matters regarding your local. 

Depending on your President, you may have designated responsibilities. No matter, be supportive of 

the President and Executive Board.    

Assist the President in creating an agenda for each meeting.  

A Secretary should record, prepare, and email the minutes of the local NCRSP and Executive Board. 

This includes the Treasurer’s report. A good Secretary needs to keep members informed of dates, 

times, and venues, giving notice as detailed in your local constitution. (Some Presidents will prefer to 

do this on their own). 

Send minutes in advance to the President and Executive Board and receive approval prior to 

sending out the minutes to the general membership.  (Ask the President if he/she has a list of 

members and their contacts). 

Include attendance at meetings with the minutes. 

Keep all important documents and paperwork and be ready to transfer them to the President, 

Historian or anyone who requests them. (It is recommended you keep files on your computer just for 

your local NCRSP and in addition, make a notebook with a (three ring binder) on what has 

transpired.  

Assist the President and Executive Board with correspondence for your local.    

Forward communiques from NCRSP and NCAE to members.  

Assist in publishing a local newspaper if requested.  

Send updates to the NCRSP Panorama editor and local media of all developments and happenings 

within your local NCRSP. Get contacts for both the Panorama and your media.  
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What makes a good local NCRSP Secretary? 

 

You will need to manage club membership and registration. Some Presidents like to handle this on 

their own and some may request you to do it.    

Keep an accurate and updated record of membership in your local. Be ready to provide this. The 

State NCRSP provides a list of members monthly.   

Keep an accurate record of contact details for members, officers, and third parties. (Your President 

or the State NCRSP can provide you with your members and their contacts; this will need to be 

updated).  

Be able to access your local NCRSP’s constitution.   

Confidentiality is very important. You cannot always share what transpires in meetings.  
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Other Tips for you as Secretary 

 

As Secretary, you need to decide if this is the right job for you. Many veteran leaders will tell you its 

not easy. Many believe it’s the most demanding of all the offices. 

Organize yourself; buy a large notebook to keep minutes in or use a laptop computer. Good 

organizational skills are essential. 

Maintain a friendly, professional demeanor.  

Establish contacts and build strong relationships. 

Meet with the outgoing Secretary.      

Learn that good organizational skill are important.  

Go small to big in organizing files and documents. 

Develop good contacts and use them wisely. Rely on an intricate network of friends and contacts to 

conduct the business of being Secretary for the local NCRSP. 

Your job as Secretary is important because your local NCRSP can keep an accurate record 

of everything that goes on within the group. 

Your President may request you organize events. Or at least you may be asked to share and 

advertise the events. 

A one-hour meeting should entail 1-2 pages of the minutes. 

Minutes should be shared within five days. 
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What Is KWL  

KWL charts assist instructors in activating students’ prior knowledge of a subject or topic and 

encourage inquisition, active reading, and research. KWL charts are especially helpful as a pre-

reading strategy when reading expository text and may also serve as an assessment of what students 

have learned during a unit of study. The K stands for what students know, the W stands for what 

students want to learn, and the L stands for what the students learn as they read or research.  
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