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Secretary Role Description Template 
[Organisation Name] 

Role Purpose 
The Secretary supports the board of trustees by managing administrative tasks, ensuring 
accurate records, and facilitating effective communication in compliance with UK charity 
governance standards. 

Key Responsibilities 
Take accurate minutes at meetings and circulate them promptly 
Maintain an up-to-date membership list and contact details 
Arrange meetings, book venues, and manage publicity 
Assist the Chairperson in preparing agendas 
Handle correspondence, insurance, and compliance documentation 
Ensure meetings are quorate and monitor progress of agreed actions 
 
Skills and Attributes 
Excellent organisational and administrative skills 
Attention to detail and ability to maintain accurate records 
Good communication and interpersonal skills 
Understanding of charity governance and confidentiality requirements 
 
Time Commitment 
[Insert expected hours per month and meeting frequency] 

Accountability 
The Secretary is accountable to the board of trustees and ultimately to the charity’s 
beneficiaries. 

Support Available 
Training and guidance from the board and external resources such as: 

https://www.resourcecentre.org.uk/information/taking-minutes/  
https://www.associationofchairs.org.uk  
Contact 
For more information, contact [Insert contact details]. 
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