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STAND Secretary

General Responsibilities of the Secretary 
· Managing correspondence as necessary.
· Maintain a contact list for all Board members.
· Keep a record of all meetings with agendas, minutes and any papers distributed filed as per date of meeting. 
· Make arrangements for meetings. Book venue, prepare the agenda in conjunction with the Chair and send out before the meeting. Ensure all Board members are given advance notice of date, time and venue for meetings and are in receipt of a copy of the minute of the previous meeting. 
· Minute meetings if no minute secretary has been appointed. 
· Make arrangements for the Annual General Meeting and any Emergency General Meetings called.
· It may be necessary for the Secretary to summarise lengthy reports so they are accessible to all Trustees
· Ensure all regulatory paperwork is completed and submitted to OSCR. 

[bookmark: _Toc125362141]Minute Secretary 
The minutes are an essential record of meetings and must be prepared in a consistent and effective way which shows how decisions were taken and actions agreed. Meetings must be recorded, minutes typed up and forwarded to the secretary for distribution. Any amendments made to minutes at meetings should be recorded when they are being approved.

Required skills and experience of the Secretary:
· friendly and approachable person with considered listening and communication skills
· attention to detail 
· Being flexible, well organised and keeping everyone to task.  
· Being calm and patient, with a respectful professional approach in dealing with sensitive issues and an understanding of legal obligations concerning data privacy is essential.  
· IT skills include Word, Excel, Outlook, SharePoint and experience in using social media. 

Experience and willingness to assist with any of the following would be an advantage:  campaigning, marketing, HR, creative pursuits, fundraising or digital technology.  
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