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Duties Statement
Position:
Secretary

Term:

2 Years
Responsibilities

1. Participate in and record proceedings of the CWA Board bi-annual meetings, and quarterly conference calls.

2. Send meeting minutes in a timely manner to CWA office for revisions and distribution.

3. Arrange for alternate representation when necessary.

4. Participate in the Executive Committee and the Board meetings and conference calls.

5. Assist at the annual conference, networking with exhibitors, sponsors, and assisting as needed.

6. Assist with WIC education visits, calls or emails in each California Congressional district on an ongoing basis to provide program education, and on an as needed basis, for questions that pertain to WIC services.

7. Share CWA updates at Regional meetings.

8. Act as a representative for the Association to the public.

9. Train successor to the Secretary position. 
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