


[BRANCH NAME]

Secretary – Job Description


JOB TITLE: Branch Secretary 

RESPONSIBLE TO: [BRANCH NAME] Management Committee

SKILLS AND ATTRIBUTES REQUIRED:

· Good organisation skills
· Prepared to make a regular time commitment
· Enthusiastic
· Excellent written communicator 
· Good listener


MAIN DUTIES:

1. Committed to attending all management committees.
 
1. Take minutes of meeting, complete and circulate before next meeting.

1. In conjunction with the Chairperson, prepare and present the annual report

1. Liaise with the chairperson on the Agenda for each meeting and approve the minutes before they are circulated

1. Be completely familiar with [BRANCH NAME] policies and procedures, constitution, club rules and committee procedures.

1. Help to prepare and submit any statutory documents that are required (e.g. VAT, grant aid reports) 

1. If unable to attend any committee meetings, minutes of previous meeting must be sent to all committee members.



SIGNATURES:

Secretary	……………………………………………………	Date	……………………………………………………

Chair		……………………………………………………	Date	……………………………………………………




