
 
Secretary’s Role 

 

What does a secretary do? 

 

Secretaries should be tasked with the production of minutes, agendas and AGM Minutes, organisation of 

the AGM and the distribution of all this information. Keep electronic copies of all the minutes and agendas 

you produce and make sure the Students Activities Office receive a copy. (socguild@essex.ac.uk) Please 

make sure all minutes are translated into English if you decide to write them in another language originally.  

 
What is an Agenda? 

 
Agendas are a very important tool for ensuring meetings cover all the topics necessary and keeping the 

meeting short and efficient. It also gives people a chance to be prepared for the meeting if the agenda is 

circulated in advance. It might be an idea to keep a record of any issues raised in between meetings so 

that you can keep on top problems. 

 
An agenda of an exec meeting could look like this: 

 
1. Apologies  

2. Minutes of last meeting  

3. President update/upcoming events  

4. Updates on current projects by leading exec member  

5. Treasurer’s Report   

6. Any Other Business 
 

 

What are Minutes? 

It is the Secretary’s responsibility to keep full and accurate Minutes of all Committee meetings. Any 

decisions being made in the meeting should be clearly recorded, along with any required actions which 

should be reviewed at the next meeting of the committee). Actions are important as it reminds those who 

were present of what needs to be done. 

 
Minutes should have at the top, those who attended and those who send their apologies. The time the 

meeting started and the place. At the bottom you should record the time the meeting finished and the 

date and time of the next meeting. 

 

It is often useful to write minutes up in 2 columns, the left one with decisions made and the right with actions 

and initials for those who are to act on them. This makes it easier for your committee to see exactly what 

they need to act on before they come to the next meeting.   

 
Who keeps track of my societies Membership? 

A Secretary’s task is also to keep a tab on the members who are attending sessions and have paid their 

membership fees. You will have to work with the treasurer on completing this task but it is extremely 

important as this is income your society will need. You will be able to find a list of your members when you 

log into essexstudent.com and go on your society admin tools.  
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