South Summit Council of Governments (SSCOG)

Job Description
SECRETARY
Status: Part-time, at-will
Compensation: $1,600 annually ($400 paid quarterly)
Reports to: SSCOG Council (“the Council”)
Position Summary
The Secretary is responsible for maintaining accurate and complete records of all proceedings of SSCOG Council and Dispatch Board Meetings and for supporting the Council’s legislative and administrative processes.  Attendance at all SSCOG meetings is required. Meetings are currently scheduled quarterly during business hours and may be expanded to bimonthly. The position works under the direction and supervision of the Council.
Key Responsibilities
· Maintain an accurate file of the names and addresses of all Council members.
· Maintains custody of all laws, ordinances, resolutions, and other official documents of Council.
· Authenticate, by signature, all Minutes, Resolutions and Ordinances of Council.

· Maintains accurate and complete records of all Council proceedings.

· Maintains legislation archives.

· Assists the Council with Council Rules, Council By-Laws and Sunshine Law compliance.

· Attends Records Commission meetings and prepares accurate, timely meeting minutes for official documentation and distribution.
· Organizes and produce meeting agendas with accompanying legislation for distribution to Council members and the public.

· Prepare legislation and other documents for signing.

· Collect and compile agenda related materials.

· Copy and distribute materials to Council members for review prior to meetings.

· Attend all regular and special Council meetings.

· Prepare and publish notifications of all meetings and public hearings in compliance with the Ohio “Open Meetings Act” (ORC 121.22).
· Certify copies of legislation and ordinances when required.

· Provide auditors with minutes and legislation for annual audits.

· Perform any and all other duties as directed or assigned by the Council.

Knowledge, Skills, and Abilities

Knowledge of:
· Council policies and procedures.

· Records management and business office practices and procedures.

· Government structure and legislative processes.

Skills:
· Typing and document preparation.

· Proficiency in WordPerfect, Excel, and Microsoft Word.

Ability to:
· Prepare and maintain accurate documentation and records.

· Work independently and as part of a team.

· Communicate clearly and professionally, both orally and in writing.

· Gather, collate, and classify information effectively.

Benefits 

$1,600 annually ($400 quarterly)

Selection Guidelines

The responsibilities listed above illustrate the types of work expected and are not exhaustive. Duties may be added, removed, or modified as organizational needs evolve. This job description does not constitute an employment agreement, and the position is at-will.
How to Apply

Submit a letter of interest and resume by email to Leslie Hayman, SSCOG Dispatch Manager at lhayman@southsummitdispatch.com.  Applications will be accepted until December 20, 2025.
