
TACAMO Community Veterans Association (TCVA)
Oklahoma City Chapter Secretary (Volunteer)
Position Summary
The TCVA Oklahoma City Chapter is seeking a detail-oriented volunteer to serve as Chapter Secretary. The
Secretary supports the chapter by maintaining accurate records, documenting meetings, coordinating
communications, and assisting with chapter activities. This position helps ensure the efficient operation of the
Oklahoma City Chapter while supporting TCVA's mission of honoring TACAMO's heritage and serving veterans
and their families.

Primary Responsibilities
Prepare meeting agendas in coordination with the Chapter President
Record and distribute accurate meeting minutes
Maintain chapter records, correspondence, and official documents
Track chapter action items and follow up on assigned tasks
Coordinate chapter communications, meeting notices, and reminders
Assist with planning chapter meetings, social gatherings, and local events
Maintain attendance records for meetings and events
Support chapter officers with administrative and organizational tasks
Coordinate with the TCVA Board of Directors on chapter activities
Maintain chapter historical records, photographs, and important documents
Assist with preparing reports and updates for the TCVA Board of Directors

Preferred Qualifications
Able to attend monthly Oklahoma City Chapter meetings at the Tinker Club
Available to participate in periodic TCVA Board Directors and committee meetings via Zoom.
Excellent written communication and proofreading abilities
Experience taking meeting minutes and maintaining records
Proficiency with email and managing minutes in documents
Ability to maintain confidentiality when appropriate
Dependable, detail-oriented, and able to meet deadlines
Passion for supporting veterans and preserving TACAMO history

Time Commitment
Approximately 2–5 hours month, with additional time before chapter meetings and local events.

Reports To: Oklahoma City Chapter President

Benefits of Volunteering
Support the growth and success of the TCVA Oklahoma City Chapter.
Help preserve the history and traditions of the TACAMO community.
Develop leadership, administrative, and nonprofit governance experience.
Build lasting friendships while serving veterans and their families.
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