SECRETARY JOB DESCRIPTION 

Objectives 

To ensure that appropriate administrative support is provided to the President and committee. The Secretary is the primary administration officer of the committee and provides the link between the committee, members and outside agencies. 

Responsibilities 

· The Secretary is a member of the Executive Committee
· Provide administrative support to the committee in ensuring all association responsibilities are dealt with appropriately 

· Be familiar with the rules of the organisation and any other body that has the right to give advice to the President and Committee as required 

· Maintain an accurate copy of the Rules 

· File with the Registrar of Incorporated Societies the Financial Statements as directed within the rules of the organisation.

· Establish a meeting schedule for general and executive Committees for the current year 

· Prepare agenda for Committee meetings 

· Attend Meetings

· Prepare minutes of all Committee meetings of the council and distribute in accordance with the Rules of the council. 

· Prepare a Summary of Meeting to be available no more that 48 hours after meeting to all members.

· In conjunction with the Treasurer maintain an accurate record of members and committee members to show who is entitled to vote and to receive notices 

· Incorporate this list with the database for keeping track of member payments (see Treasurers’ job description) 

· Receive all correspondence directed to the organisation and immediately forward as required 

· Take responsibility for seeing that letters are written and replied to.

· Work alongside President to prepare a comprehensive report of all activities of the council for presentation to the membership at the Annual General Meeting 

· Maintain and manage registrations and database, web-site and calendar of events (Where website and database is contracted the Secretary should maintain a relationship with contracted parties)

· Hold and file the common seal of the organisation.

Relationships 

· Reports to the President and Committee 

· Liaises with the President and Committee as and when required 

· Liaises with all external contacts 

Accountability 

The Secretary is accountable to the President and the General Committee.
