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Secretary / Clerk – Role Description
· In collaboration with the Chair; plan and arrange board meetings and book meeting rooms.

· In collaboration with the Chair; prepare a meeting pack for circulation ten days prior to a trustee meeting.
· Arrange the minuting of meetings, accurately recording decisions and actions points of each trustee meeting.

· Follow up between meetings on the progress of actions in the minutes and the result of decisions.

· Circulate reports when required.

· On the instruction of the Development Manager, maintain accurate and up-to-date membership records and issue renewal notices.

· Maintain a cheque receipt log and provide it to the Treasurer on a monthly basis.
· Facilitate the payment of invoices as instructed by the Development Manager and liaise with the Treasurer as necessary.  
· Maintain an organised record system of transactions presented for authorisation and forward all papers to the Treasurer shortly after each month-end of April, August and December. 
· Maintain Gift Aid declarations and submit Gift Aid claim forms.

· Deal with correspondence when required.

