
BOMA Pacific Southwest 

Position Description & Duties 

Secretary 

 

POSITION DESCRIPTION 

The Secretary shall attend and keep a record of all Meetings of the Region and of the Board, keep 
files of all correspondence of the Region and perform such other work as may be delegated by the 
President or the Board. However, the Secretary, with the approval of the Board, may delegate 
certain of his/her duties while retaining full responsibility for their performance. The Secretary shall 
be authorized to issue all notices of Meetings. The Secretary shall have custody of the seal and shall 
sign with the President any official instruments of the Region upon direction of the Board. 

 

POSITION TERM 

Two (2) years. 

 

POSITION DUTIES 

 Attend BOMA Pacific Southwest meetings at the Winter Business Meeting and BOMA 
International Conference, and present updates and new business to the membership. 

 Prepare meeting agendas, and meeting minutes for the above-referenced meetings. 
 Update the BOMA Pacific Southwest member contact list as needed. 
 Attend Executive Committee calls as needed. 
 Review BOMA Pacific Southwest newsletters for accuracy and provide suggestions for 

content. 


