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Business Secretary Role description
Summary

The Business secretary is a member of the Coquetdale U3A committee and works closely with the Chairperson to ensure the smooth running of the organisation and maintain contact with the membership.

Key Attributes

Well organised, with good IT and administrative skills, familiarity with GDPR
Main responsibilities

1. Produce agenda for Committee, AGM and general meetings 

2. Draft minutes of Committee and other meetings 

3. Distribution of agendas and Minutes 

4. Deal with incoming correspondence 

5. Disseminate information received from National Office, and other sources to committee and/or membership

6. In conjunction with Chairperson & Treasurer, prepare and send out AGM papers 

7. Maintain files and archives (both hard copy and electronic) as required 

8. Communicate with members via email circulation each month
9. Work with Membership secretary to maintain upto date email circulation list for members

10. Access and answer enquiries received on webmail
