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Announcement for
Secretary

Open Date: Immediate Consideration
Board Position: Secretary

The Texas SandTray Association (TSTA) would like to
announce the following open position:

Secretary

* Send a group email to the TSTA board one week
before every meeting to request agenda items.

« Create an agenda with the list of items received and
group email board members prior to meeting.

» During meetings, take roll by checking off everyone
who attends the meeting; Use the agenda to take notes
during the meeting.

* Create minutes from the notes taken during the
meeting and group email the board members for
approval or revisions.

e Perform other duties as directed by the Executive
Team

e Attend all TSTA Board Meetings

e Maintain current TSTA membership status

If you would like to be considered for this position,
TSTA would love to hear from you!

txsandtray@gmail.com

As always, thank-you for your interest in sandtray!
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