APND SECRETARY

JOB DESCRIPTION

RECORDKEEPING:

1. To record minutes of all Executive Board Meetings and the Annual Business                          

Meeting and to maintain a file of the same.

CORRESPONDENCE:

1. To prepare minutes of the Executive Board business for inclusion in APND   

Newsletter.

OTHER:  

1. To serve on the Board of Examiners:

a. Receive applications for Continuing Education

b. Obtain Certificates

c. Mail certificates to Area Representatives prior to scheduled fall area work shops.

d. Make copies as requested.

2. To Assume additional duties as assigned by APND President.
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