Frensham Pond Sailability
Meetings Secretary -  Role Description 

Primary Purpose:
· To facilitate the smooth functioning of the Frensham Pond Sailability (‘FPS’) Management Committee.
Principle Tasks:
Ensuring meetings are effectively organised, run, and minuted by:
· Liaising with lead Committee members to plan meetings

· Receiving agenda items from committee members

· Circulating agendas and reports
· Ensure committee members receive all the necessary material for meetings
· Ensure quorum is met for meetings
· Taking minutes of committee meetings
· Circulating draft minutes for approval and incorporating comments
· Checking that agreed actions are carried out.

Maintaining effective records and administration
· Archiving minutes and reports

· Keeping a diary of future activities – the Key Dates list
· Keeping a record of photographs and video of FPS events
Recommended background and skills:
· Worked at management level in a professional organisation and have experience of handling difficult situations where members of the team are attempting to drive the organisation in different directions.
· Able to bring objectivity to the proceedings; summarise complex discussions by intervening when the participants will accept a summary, and by making the summary, move the meeting forward.
· Methodical, with a good eye for detail;

· Well organised, with an orderly mind;

· Able to take accurate notes of meetings;

· Have knowledge of committee procedures.
· Basic computer skills are essential; a knowledge of photography is desirable.
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