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ITEM 61 | EXECUTIVE SECRETARY 

The Executive Secretary is usually a salaried officer paid to give 

up all his time to the work as executive officer, or general 

manager, of an organization under a board of managers and an 

executive committee [50]. In some organizations this officer is 

called Corresponding Secretary, but the title of corresponding 

secretary does not carry with it any duty except that of conducting 

the correspondence of the society as explained in 59:3, unless it 

is prescribed by the by-laws. The office of the executive secretary 

is usually the only office of the organization, and there the 

Executive Committee meets and transacts its business. The board of 

managers in such cases is usually large and so scattered as never 

to have regular meetings oftener than quarterly. When the 

organization is a national one it usually meets just before the 

annual convention, when it hears the annual report, prepared by 

the executive secretary and previously adopted by the executive 

committee, and acts upon it. The new board meets immediately after 

the convention, and organizes, elects an executive committee and 

an executive secretary, when so authorized by the by-laws, and 

decides upon the general policy for the year, leaving the details 

to the executive committee and the executive secretary. The board 

rarely meets oftener than once or twice in addition to the meetings 

in connection with the annual meeting, special meetings, however, 

being called, when required, as provided by its by-laws. In some 

organizations the executive secretary is elected by the 

convention. He is usually ex-officio secretary of the executive 

committee. The members of the executive committee giving their 

time gratuitously, it is the duty of the executive secretary to 

prepare for the committee all business that has not been assigned 

to others, and to see that all its instructions are carried out. 

He is expected to recommend plans of work and conduct the business 

generally, under the executive committee, and prepare the annual 

report, which, after being adopted by the executive committee, 

should be adopted by the board, whose report it is, and then be 

submitted to the convention. 
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