Coastal Quilters Guild Job Description

Corresponding Secretary

· Correspondence

· Pick up mail weekly from the P.O. Box on Patterson Avenue

· Distribute mail to the appropriate Board members and Committee Chairs

· Write and send any correspondence deemed necessary by members of Board

· Guild Information Contact Person

· Act as Contact Person for the Guild when events and other activites require a name with contact information for interested parties to contact.

· Monitor the Guild’s email account

· Respond to emails, answer questions, forward emails to the appropriate Board member or Committee Chair

· At Guild Meetings

· Set up information table and put away materials at the end of the meeting

· In the Absence of the Recording Secretary

· Take and distribute Minutes of Board, General, and Show Committee meetings as necessary

Respectfully submitted,

Julie Ann Mock

June 21, 2012

