
 
The role of 

The 
Secretary 



Secretary 
Responsibilities 

 
The Secretary is responsible for the day to day          
administration of the group. This usually involves         
receiving and answering all the correspondence,  
keeping files and membership/committee lists as well 
as organising agendas, meeting venues and the           
practicalities of any other event. 
 
A  Secretary should ideally be a good                         
communicator and be well organised. 
 

 
Before the Meeting 
 
 Liaise with Chairperson, Treasurer, Committee 

Members and Staff as appropriate to draw up and 
send out the agenda and notice calling the meeting. 

 Advise the Chairperson and others as appropriate 
of any information that they may require for the 
meeting. 

 Send out or have prepared all relevant papers and 
correspondence for the meeting. 

 Arrange the venue for the meeting. 
 
 



At the Meeting 
 
 Record the minutes of the meeting unless there is a 

minute secretary. 
 Ensure that meetings are held in accordance with 

the constitution  and that there is a quorum present. 
 
After and between meetings 
 
 Write up and record the minute of the meeting un-

less there is a minute secretary and issue prior to 
the next meeting. 

 Take any action such as writing letters, obtaining   
information, responding to enquiries that were 
raised at the meeting as directed by the Committee. 

 Receive and answer any correspondence and send 
any reports/publicity to the media as directed by the 
Committee. 

 Consult with the Treasurer over letters of a  
      financial nature 
 Provide support with the compilation of newsletters 

for the group 
 Consult with the Chairperson and other Committee 

members as appropriate. 
 Keep the membership list and contact details up to 

date 
 Keep records of all correspondence for at least a 

year and never destroy the minute book. 
 Make arrangements for the AGM. This should  
 include obtaining nominations for office bearers and 
 ordinary members. Advertise within the given     
 timescale as stated in the constitution. 
 Notify the Scottish Care Social Work Improvment 

Scotland of staff changes or Committee changes 
and SPPA if relevant. 



 
Writing Minutes 

 
Minutes should be a record of attendance, discussion points 
and all decisions taken at the meeting. They should be written 
up carefully by the Secretary soon after the meeting. 
At each meeting, the minutes of the previous meeting should 
be made available to all, checked for accuracy, passed and 
signed by the Chairperson. 
 
Good Minutes should 
 
 Have the name of the group at the top of the first page 

along with the date and place of meeting. 
 A list of those present with a note of their capacity. 
 A list of those who sent in apologies 
 State whether the minutes of the previous meeting were 

passed as correct , if not include the corrections. 
 Follow the agenda headings 
 Record the decisions taken as well as any actions to be 

taken and by whom. This should be short and to the point. 
 Sometimes a member who did not agree with a decision 

taken may wish to have this recorded. 
 
AGM Minutes 
 
Should contain all of the above plus 
 Full text of any motions/amendments 
 Names of proposer and seconder for each motion 
 Result of votes as announced by the Chairperson.  
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