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Volunteer Role Responsibilities

Secretary
	Brief description of position:

Contact:
Hours:

Start Date:
	The Secretary is generally responsible for the majority of the correspondence within the group regarding setting agendas, calling for agenda items, sending out agendas, and circulating minutes from meetings as well as keeping records of all things to do with the running of the meeting. 

<Name, Title, Email Address, Phone>
Several hours a week
Asap

	Who are we looking for?

	Someone who…

· Is able to do things quickly and efficiently and does what they commit to
· Has the time to regularly communicate with group members, especially the lead roles in the group
· Friendly, polite approach 
· Is able to communicate well with a range of people in a professional manner
· Excellent organisational skills

· Commitment to human rights

	Why is this important?
	· Amnesty International Australia works with groups across Australia to provide opportunities to get involved and take action on human rights abuses across the world

· This role is the key to an organised group, the agenda and minute system is what keeps things on track and also keeps people informed about what the group is working towards and what they are achieving
· It also gives you the opportunity to be part of something bigger and to contribute to changing the world!

	What’s in it for you?
	· Being part of a group that is keen to grow and engage people in defending human rights
· That good feeling inside that you are providing group members with vital information on a regular basis
· Experience being a secretary of a group

	What would you do in the role?
	You could be doing a number of things. In collaboration with the group you would work to understand what the group wants to achieve. From that you could do any or all of the following:
· remind members when and where the meetings are 

· circulate the agenda to members of the group

· write the meeting minutes and send them around to the group follow the meeting. (It’s really helpful when you also send your minutes to your region’s Community Organiser so that they can look for ways to assist you in your amazing work!)  

· keep up-to-date records of the group members’ contact details (email, phone etc.)
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