Position Description
Minute Secretary

Role
To attend all meetings of Management Committee and General Meetings with the purpose of taking Minutes of these meetings.  

Responsibilities
· Record meeting discussions, decisions and actions in meeting minutes.
· Send completed minutes to the QCSA Secretary for checking, who will then send back to the Minute Secretary for amending (if need be). Final document to be sent to the QCSA Secretary for forwarding to the relevant parties.
· Assist in the creation of an agenda for meetings, in close consultation with the QCSA Secretary.
· Ensure meetings follow organizational procedures and legislative requirements.
· Support the Chair of the meeting and help maintain compliance with the organisations constitution and policies.
· Minutes can be used in a court of law and may be used by ‘auditors’ to check that any spending of funds has been authorized and use for what it is intended.
· Funding bodies may require copies of the minutes to show that the Association agreed to apply for funds.


Essential Skills and Requirements
· Must be passionate about the Association and maintaining its reputation in the community.
· Strong, respectful and effective communication skills.
· Strong writing skills.
· Proficiency with computers, preferable Microsoft Word.
· Ability to be accurate and thorough in recording information.

A meeting fee of $40 is payable to all elected chairs, positions, committee members and sub-committee members, for meetings held and attended.  

End of Year Handover - Updating key documents
At the end of each year a key activity of the Minute Secretary will review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated Position Description must be provided to the Association Secretary prior to the Annual General Meeting each year.
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