EC/ASECS is seeking a new executive secretary.  Linda Merians’ term is up in December 2016, and the Executive Committee hopes that the Nominations Committee will be able to place the name(s) of nominee(s) before the membership for election at the 2015 Business Lunch.  This will allow the prospective Exec. Sec’t and the incumbent to work together throughout 2016.  

If you would like to express interest in the position, please be in touch with Geoff Sill, who has agreed to chair the Search Committee (sill@camden.rutgers.edu) by June 1, 2015. E-mail Geoff to inform him of your interest and please include a statement that you have read the job description (see below) and feel you have the time and resources to carry out the duties of the position for the three-year term.  You might also describe your history with EC/ASECS and your vision of the role you will play as Executive Secretary.  

Although she will not serve on the Search Committee, Linda is happy to answer questions anyone might have (lemeria@aol.com) before he or she decides whether or not he/she has an interest in the position. In addition to Geoff, the members of the Search Committee are Christine Clark-Evans, Scott Gordon, Jordan Howell, Jim May, and Eleanor Shevlin. The members of the Search Committee will interview candidates by phone or skype after the June 1 deadline, which will allow them to make their recommendation to the Nominating Committee in good time before we gather at West Chester for the annual meeting.  At the Business Lunch, the Nominations Committee will present the candidate(s) for election by the membership.
The job of Executive Secretary requires a willingness to serve as the organization’s point of contact for members and the institutions that host our annual meeting.  The Executive Secretary should have good organizational skills and knowledge of the membership and the Society’s history; she/he should also be committed to attending the annual meeting. S/he must work with the Executive Committee and the annual meeting chairs to foster successful meetings of the Society.  While some months are more work intensive than others, the position does not require a significant amount of time throughout the year.
Continuous responsibilities:

· Open and maintain an EC/ASECS checking account to pay bills and/or issue reimbursements.

· Keep the dues, e-mail, and mailing label lists as current as possible. 

· Keep the newsletter editor informed as to change of addresses or other contact information.

· Twice a year send the newsletter editor the current mailing labels. (January/February and September)

· Check in with the Executive Committee about once a quarter or as necessary.

· Send out the annual dues letter in early February.

· Answer e-mails as necessary.

Responsibilities and schedule of tasks for the annual meeting:

· Advise conference chair(s) of tasks and deadlines to be observed in planning the annual meeting. 

· If necessary, assist the local chair(s) in evaluating the proposed space for the conference and assisting in the negotiation of contracts with hotels or conference centers. 

· Issue checks to the site and/or other vendors for annual meeting and to the plenary speaker. 

· Remind the members of the Nominations Committee to complete their task (September).

· Prepare an agenda for the Executive Committee meeting (October).

· After the Executive Committee meeting, work with the president on notes for the Business meeting and help run the meeting. 

· After the meeting and the Molin deliberations, issue check(s) to the winner(s).  Also, work with chair of the Molin Committee to write letters to the winner’s department chair and/or dissertation advisor (January, usually).

· Write a yearly financial report and notes of the Business meeting for the newsletter. 

