CECLURWOMEN'S SHED

Secretary

Overall

The Secretary plays a vital administrative role, managing records, handling correspondence, and
ensuring meetings are conducted properly. The secretary is also responsible for legal compliance,
such as lodging annual statements and notifying authorities of changes to the association's details.

Specifically
Serve on the Executive and Management Committees
Ensure that records pertaining to the association are maintained
Hold the company seal

Organise Management Committee Meetings, and Annual General Meetings, compile
Agendas and Minutes, and oversee their distribution

Take minutes and ensure they are an accurate recording of discussions and decisions
reached, including actions to be taken

Report on incoming mail at Management Committee Meetings

File hard copies of Minutes and Treasurer Reports so they are accessible for member
scrutiny, when requested

Manage and distribute all incoming mail, including responding, when needed

Report to relevant regulators and ensure documents are lodged with appropriate
authorities, including the lodgement of audited financial statements and associated
documents with the Chief Executive of Fair Trading as required under the act

Qualities and skills
Passionate about the Coolum Women's Shed, with a desire to see it thrive and grow

Knowledge and experience of minute taking practice relevant to voluntary and community
organisations

Knowledge and experience in computer and internet use
Understanding the importance of accurate record keeping

Good correspondence skills and ability to communicate clearly

Accounta bility

Reports to members and other members of the Management Committee

Anticipated workload

Regular checking of mail and monthly preparation, attendance and follow up of meetings, estimate 6
to 8 hours per month

Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary
Management Committee: coolumwomensshed@gmail.com

The Women'’s Shed Coolum Inc. IA58358 1 MC Secretary 2025.docx


mailto:coolumwomensshed@gmail.com

