UMMen Conference Secretary 
Major Job Responsibilities
As Leader:
· Compiles, updates, maintains, and distributes copies of the Conference UMMen Cabinet roster
· Maintains Conference UMMen calendar and notifies all Cabinet members of meeting schedules
· Records proceedings of all scheduled and called meetings of the Conference UMMen Cabinet and Executive Committee
· Records proceedings of the Annual Business Meeting including the results of election of Conference UMMen officers
· Distributes copies of appropriate minutes to Cabinet members in a timely manner and secures approval of minutes at following meeting of the Cabinet
· Maintains historic records of the VA Conference UMMen in form and substance sufficient for passing along to his successor in a timely and responsive manner
· Suggests articles for inclusion in the Conference UMMen BEACON and composes as appropriate
· Serves as a Channel of Communications
· Interprets messages, instructions, requests, and directives from Conference, SEJ, and GCUMM offices

· Reformats above and transmits to District Presidents and others for action
· Conveyer of vision, ideas, and information
· To Cabinet
· Direct to Local Fellowships via the BEACON
As Follower:
· Receives general guidance, direction, and oversight from President
· Assists the President in carrying out his duties by serving as a key counselor and adviser
· Is a fully responsible, responsive, and supportive member of the President’s team and the UMMen Cabinet
· Stands ready to assist the BEACON Editor in preparing and distributing news information
