AREA 15

SECRETARY UPDATES

WHAT IT MEANS TO BE A SECRETARY

Sectetary and Registrar

DUTIES: The secreary records and distibutes minutes of area meetings; Keps mail
ing lsts up to date and sends out area mailings; somefimes the sectetay i responsibl fo
preparing ively bulltng that wil encourage aftendance at committee meetings and assem:
bles, The secretary i in  good position o act s Haison between offcers and committe
members.

QUALIFICATIONS: The sectetary should have a “reasonable period of sobriety;
Which might mean two years in an area where A.A. i still oung, four or fve years in ar
older area. Some service n group or central offce or general service s useful. S0 is some
background in general office work — more and more, computer knowledge s helpful. Ar
effctive secretary needs to have  sense of order, and the ability to capture the essential
of what s happening at a meeting, The job i time-consuming and needs o be carried ou
on schedule, and the secretary needs to be sure that ample time i avaiabl.

In'Some areas,rgistrars now develop and maintain records of ll groups in the area
including group name, meeting location, time, and G.SR. or group contact, Registra
may also be responsible for names, addresses and phone numbers of the G.SR, DCMs
district and area offiers and area committee members. He or she may provide malin
labels for area publications such as a monthly mewsletter r a mling of mines. For thi
jobyan organized approach as well as computer iteracy can De helpful,
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