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ACCEL Secretary Job Description  
 
Description:  
 
ACCEL’s Secretary should have interest in the Brown Act, Roberts Rules and Orders, and Authority’s 
governing documents, governance and documentation. ACCEL’s Secretary serves on the Executive 
Committee and plays a leadership role in the organization.  
 
Essential Functions may include, but are not limited to the following: 
 

 Compose minutes when Program Administrators are not attending a Committee or Board of 
Directors Meeting.  

 Post Agendas of ACCEL’s Board of Directors and Committee meetings publicly at the 
Secretary’s office.   

 Per JPA Agreement: have the responsibility to amend the Bylaws and other governing documents, 
as necessary (carried out by Program Administrators).  
o Also, to distribute to the Board any changes (carried out by Program Administrators). 

 Sign Checks Runs for (includes but not limited to) member travel and training reimbursements, 
service provider, claim, and insurance premium payments, if President and Vice President are 
absent. 

 Attests to Resolutions that are approved by the Board of Directors, by signing after the President 
signs.  

 As an Executive Committee Member, appoint the members of the Claims, Underwriting and 
Finance Committee at the beginning of every fiscal year.  

 Assist the President in managing and participate in the development and implementation of goals, 
objectives, and recommends policies and procedures for the JPA. 

 Monitor and evaluate the efficiency and effectiveness of service delivery methods, and 
procedures; meet with Program Administrators, ACCEL Board Members, and Service Providers 
to identify and solve problems.  

 Specific functions as outlined in the Bylaws.  
 

Suggested or Preferred Qualifications: 

 2 years experience of an ACCEL Board Member. 
 Experience in any of ACCEL’s three subcommittees: Claims, Finance, and Underwriting is 

preferable.  
 Interest in Risk Management and Risk Financing. 

 

 


