
SECRETARY JOB DESCRIPTION/JOB LIST 

General Meetings:   

Ideally at least one a term to include the whole committee, as committee members are 

required by the PTA to attend three meetings per year. Small meetings regarding events will 

run ad hoc on the lead up to events and there is no need to minute these meetings as they 

are event specific and not everyone can always attend.   

1) Prepare Agenda (with Chairman). Once finished and approved send out to circulation 

list: 

 to trustees 

 other members of the committee 

The separation of Trustees and other committee members is for your own info, not for labelling 

on the email lists. Only Trustees can vote on charity issues. 

2) Print out minutes for signing – Chairman and yourself to sign and date and you to keep 

a copy for the file. 

3) Encourage all invitees to bring their own minutes and agendas, attaching a copy of 

each to the meeting circulation email. Request apologies in writing (this is particularly 

important from Trustees) (the QUORUM = 4 Trustees) 

4) Take minutes during meeting. After meeting write up minutes and send to Chairman 

for approval.  Once approved, send out. Often this may be coupled with job sheet that 

the Chairman has created for a specific event or for research into acquiring particular 

equipment for the school. 

 

Newsletter – Summer and Autumn: 

Work with the Chairman to create a newsletter that promotes and summarises the work of 

FOB and that goes out to each parent. 

 

Charity AGM:  

Announcement of AGM to be sent to Trustees in September, allowing 21 days’ notice for all 

Trustees. 

Treasurer to prepare and arrange audit of accounts. 

All previous announcement, agendas and minutes of AGM to Dropbox to copy format 



File annual report and accounts on the Charity website. Accessible via our registered number 

into our specific section of the website. 

 

PTA UK: 

Check renewal (set up on a rolling basis on direct debit) of PTA UK subscription. 

Familiarise yourself with the Constitution and the Insurance/liability policy attached to this. 

 

Check trustee information up to date to Charity website.  Renew and update as required.  

 

Annual Filing of Accounts to the Charities Commission: 

The requirement to file the accounts (deadline of nine months after the end of the previous 

academic year) depends on turnover. Liaise with the Treasurer as required. It is the 

Treasurer’s responsibility to submit the accounts. We may also be required to submit updated 

policies – see Dropbox, FOB Policy Documents, along with potentially signed back pages.   

 

Health and Safety Reports: 

Format saved to Dropbox 

For each major event at the last possible opportunity prior to start, fill out the form for each 

venue to be accessed by a member of the public. 

Finally, go through all pertinent issues with Chairman and Mrs Skrine where necessary. 

 

Licences: 

Arrange and hold licences for lottery (raffle tickets), alcohol sale etc…  

 

GDPR: 

Obtain and store (FOB Dropbox) written consent from all current trustees and committee 

members to hold their email and telephone number securely for FOB communications and 

business. Relevant communications include email, text and WhatsApp. 



Update the FOB contacts list to hold current and consented information only. Delete all 

historic and non-relevant data. This information is password protected (available via the 

current Secretary) and held in FOB Dropbox.  

Ensure that all FOB-generated emails are footed with GDPR-compliant caveat. 

 


