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13415 Renn Road, Houston, TX 77083

http://lwww.bangladesh-association.com

Roles and Responsibilities of the Secretary General

This is very most important position on the board. Secretary General will be
responsible for the following:

0000000 Keep all the meeting meetings up to date and publish them on the web
o[ 10000000 Proactively take initiative for events

1000000 Allocation resources for proper event management

1000000 Constantly seek volunteers in different category

o 000000 Maintain inventory of all the assets

o[ L000000 Coordinate all events with other board members

e[J000D00 Keep a constant communication with the Chairperson

e[JIN00000 Design, develop and maintain all BAH stationeries such as letterhead,
seals, envelopes, stamps, etc.

0000000 Coordinate and prepare event notices

o[ 00000 Coordinate and send all mail out

. J100000C Write activity report for General Body meeting, Magazine, and other
publication.
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Many Minds, Many Hands, One Goal, The Bangladesh-American Center



