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Role description – Secretary
The role
As Secretary you will:
· be the main point of contact for the committee  
· work closely with the Chair to organise and schedule all committee activity, helping our u3a to run successfully. 
Key Tasks:
Please note that some duties can be delegated to other members of the Committee
· 
· Prepare and organise committee meetings, AGMs and any other meetings. This will include planning agendas, documents, meeting minutes and other paperwork 
· Monitor decisions and agreed actions from meetings and record all decisions
· Keep comprehensive records of all u3a documents, such as accident reports, licenses, decisions, minutes of meetings, annual reports and AGM procedures 
· Serve as the main point of contact for information and communication at our u3a, and between the Committee and our members, ensuring this is ongoing and effective 
· Book meeting rooms as appropriate.
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