
SECRETARY – HOWARD COUNTY ASSOCIATION OF REALTORS® 
 
POSITION DESCRIPTION 

The Secretary of the Howard County Association of REALTORS® (HCAR) Board of Directors is 
responsible for documenting the proceedings of meetings of the Executive Committee and the Board. In 
coordination with the Association Executive, the Secretary must submit draft minutes to the Board for 
approval. The Secretary is an Officer of the Board and a member of the Executive Committee. The 
Secretary must be a REALTOR® member of HCAR in good standing. Unless otherwise determined by 
the Nominating Committee and the Board, the Secretary has previous experience as a Director of the 
Board and/or as an active member of an HCAR committee. The Secretary serves a one-year term, after 
which they ascend to the position of Treasurer, unless otherwise determined by the Nominating 
Committee and the Board. 
 

RESPONSIBILITIES 
• Serve on the Board, Executive Committee, and Budget & Finance Committee in the best interest 

of the Association and its members, and represent the Association as a leader. 
• Serve as an ex-officio member of the Mid-Atlantic Realty Services Board as a voting member. 
• Attend Maryland REALTORS® and National Association of REALTORS® annual conferences 

and special meetings on behalf of HCAR. 
• Serve as a vehicle of communication between HCAR’s membership and the Association, 

ensuring matters of concern from both parties are examined and addressed. 
• Participate in monthly hybrid Board meetings. 
• Promote and attend HCAR events. 
• Approve the Association’s annual budget, which includes setting membership dues. 
• Review and accept monthly financials prepared by the Association’s Certified Public Accountant. 
• Review and accept the Association’s annual audit or review. 
• Set public policy positions as they pertain to the real estate industry. 
• Establish governing policies of the Association. 
• Approve member programs, products, and services. 
• Approve amendments to HCAR’s Bylaws and Governing Documents. 
• Performs other duties as assigned by the President and Board of Directors. 

 
BENEFITS 

• Leadership experience – A lifelong value. 
• Business insight – All the functions the Board completes within the year are similar to the 

business functions needed in your own business. 
• Industry insight – Be in the know about environmental conditions at the local, state, and national 

levels that will affect the real estate industry. 
• Networking opportunities – Connect with leaders locally and across the state and country. 
• Name recognition – More people will know who you are because of your position. 
• Client services – Better represent your clients by being knowledgeable about and involved in your 

industry. 
• Opportunities to give back and make a difference – Give back to your community and to your 

industry through Board service.  
• State and National conference attendance – Reimbursement for certain expenses incurred by 

attending these conferences, as defined in the Association’s Governing Documents. 
• Free HCAR event admission – Attend HCAR’s annual events at no charge unless the event is a 

fundraiser. 
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