General Description of SHOT Secretary's Job

Official job description of the Secretary’s position from the SHOT Constitution: 

The Secretary shall conduct the correspondence of the Society, keep minutes of all proceedings of the Members and Executive Council and maintain a record of the same, and shall have such other duties and powers as may be assigned to or vested in such office by the Executive Council or by the Members. The Secretary, in addition, shall maintain a Manual of Procedures…. The Secretary's initial term of office shall be three years. The secretary shall normally serve no more than an additional two year term (five years total).
This description doesn’t really explain very much. To begin with, it’s very important to note that SHOT provides funding for one half-time assistant in the secretary’s office year-round, who does invaluable work helping take care of correspondence, produce the newsletter, and prepare for the annual meeting – this makes the secretary’s job infinitely more manageable.

In practice, the secretary’s obligations run more as follows:

1.  Organize, run, and supervise each SHOT annual meeting during your term – with the able assistance of the SHOT office manager, the local arrangements committee, the program committee, other SHOT members, and the local hotel professionals.  Work for each fall’s annual meeting usually begins to intensify by April of each year – the secretary must work with the program committee, local arrangers, and the hotel to be sure that all the details are clarified about matters such as SIG meetings, tours, meals, receptions, registration, book exhibit planning, etc. so that this information can go into the July newsletter.  The assistant usually handles the job of processing registration forms as they start arriving over the summer and taking care of details such as preparing nametags, banquet tickets, etc.  September and early October are the time for ironing out further details, such as room assignments for panels, AV arrangements, printing of the program and awards booklets, etc. – the secretary’s office is in charge of coordinating everything.  At the annual meeting, the secretary and the assistant are the go-to people for running registration and the book exhibit, working with the hotel, preparing the banquet and all breakout meetings, and general problem-solving.  The secretary’s office, working with the treasurer, handles the finances for the annual meeting.  The secretary has also usually acted as emcee for the awards banquet, preparing a script and arranging for prize presentations.  For those of you with a bit of would-be-comedian hidden (or not so hidden) in you, this can be a real blast.

2.  Together with the president and others, help organize the two Executive Council meetings each year, keep track of business to be handled there, and write minutes.  The secretary also works with other officers to prepare the agenda for the annual business meeting and keeps minutes from that.  The secretary prepares brief reports for each Council meeting and the business meeting.

3.  The secretary’s office is in charge of SHOT’s annual prizes, coordinating the work of each committee, supervising the process, collecting citations, and communicating with prize winners.  The secretary works with the president to find new members for each committee each year, works with the website manager to update the prize webpages each year, writes letters to each committee member each year to thank them for their service and explain procedures for the year ahead.

4.  Consulting with the Sites Committee and other officers and the Executive Council, the Secretary works with the professional conference managers at Experient (the outside firm that assists us by arranging hotel contracts) to choose a location for each annual meeting several years ahead of time and checks the details of the signed hotel contract.

5.  The secretary attends the twice-a-year meetings of the Conference of Administrative Officers (CAO) of the American Council of Learned Societies (ACLS), representing SHOT and keeping up a dialogue with officers of other groups that may be useful to SHOT. 

6.  Prepares and publishes SHOT quarterly newsletter; the assistant usually handles the actual layout and much of the detail work; the secretary has a regular column.

7.  Works to update the SHOT website, feeding information to the SHOT webmaster.  This job has become much easier, since most job announcements, etc. now get sent directly to the webmaster – it is mostly information about committees and the annual meeting that need attention.

8.  Works with Johns Hopkins University Press to coordinate membership issues and resolve any questions – relatively few problems here.  Most membership questions go directly to JHUP.

9.  Supervise the nominating committee each year and run SHOT annual elections – collect candidate material, prepare ballots, tabulate votes, communicate with candidates.  The secretary maintains a list of members’ committee service.

10. Supervise SHOT Special Interest Groups – aside from questions about some SIG’s special initiatives, the main work here is coordinating their meetings at the SHOT conference.

11. Handle other SHOT correspondence, including thank-you letters to donors (the assistant does most of this), queries from the media, and general e-mail.

12.  Together with the treasurer, the secretary’s office supervises SHOT’s annual travel grants program, collects the forms, and communicates with applicants.  The assistant handles most of the paperwork.

13. In connection with other SHOT officers, the Executive Council, and the SHOT office assistant, handle special projects that may come up for each year, such as work on fundraising, website revision, new initiatives, etc.

The secretary’s work tends to fluctuate extremely by season. Aside from preparation of the newsletter and routine correspondence (much of which the SHOT office assistant handles), November through April are the relatively slow months (aside from a burst of work at year’s end sending out letters to thank all committee members and organize next year’s committees).  During these months, SHOT work probably occupies on average about two to eight hours a week. Annual meeting work starts in May, and from May through October, SHOT work probably averages about ten to fifteen hours per week (or more during the weeks immediately before the annual meeting).

Some institutional support is vital for the secretary’s work, in terms of office space (particularly important over the summer, as the assistant begins putting together registration folders for the annual meeting), telephone and computer connections, etc.  It is also strongly recommended that if the secretary is a university faculty member, he or she try to negotiate for a course reduction for the length of the secretary’s term – it is most useful to take this in fall, when annual meeting preparations are at their height. SHOT pays the secretary’s travel expenses to the spring Executive Council meeting (though not the fall annual meeting), while the ACLS pays all or almost all of the expenses for attending CAO meetings.  Again, SHOT pays for a part-time office manager and some other miscellaneous secretary’s office expenses.

Overall, the secretary’s job is extremely rewarding for someone who loves our discipline and our society and wants to feel that he or she can make a big difference.  The secretary gets to know SHOT from the inside out, to work with some terrific people and make new friends.  Particularly in giving out travel grants to needy scholars, fellowships to graduate students, or awards for excellent accomplishments, SHOT’s work contributes substantially to support our field, and people appreciate this.  Serving as secretary is a chance to help SHOT continue to do the work that it does so well and to ensure that we put on good annual meetings that are rewarding both professionally and personally.  It’s a chance to help SHOT continue to improve, pursuing new initiatives such as internationalization.  Attention to detail is crucial, but with the assistance of a capable office manager, it is very possible to serve as secretary and also continue with a regular academic or other job. There are some tangible rewards (in particular, the ACLS meetings feature incredible food and great entertainment in neat cities). As outgoing secretary, I’m ready to work with my successor to make the transition a smooth one.  We have an office procedures manual that we will be passing along, and our current office manager Cynthia Bennet is also eager to assist her successor.  
Amy Bix  February, 2008

