
  
 

RHA Board of Directors 
Job Description  

 
Secretary 

 

The secretary shall: 

• Keep a record of corporate membership, 
• Keep the minutes of all meetings of the Board of Directors, 
• Keep the minutes of all general membership meetings, 
• Be a regular member of the Board of Directors,  
• Maintain the HOA Handbook, and  
• Coordinate Neighborhood Functions 


