	

U3A GREAT YARMOUTH   
NOTES ON WHAT THE SECRETARY DOES Jan 2025

CONTACT PERSON 	for information you need to inform HQ to register as secretary for Yarmouth branch for their mailings.  Other correspondence drift in, can be passed on as they arrive.
	File Policy Documents – electronically and hard copy.
COMMITTEE MTGS	Circulate agenda
	Produce and circulate minutes (keep hard copies signed by the Chair on file)
AGMs	Inform membership, rustle up candidates and voting lists
	Produce Agenda for meeting, (check minutes of previous AGM & This year’s Agenda are on the website).
	Produce minutes (I submit at next committee for informal approval)
	Overview documents for AGM (follow the pattern from the previous year.)
LEADERS’ MTG	Joint with committee, recently we’ve just done one per year. Again it’s availability, venue, agenda and minutes.
ADMIN	Any general stuff that arises which won’t get done otherwise. Not much really.
Maintain the Email Distribution database.  The main database is managed by another member who will pass on information for additions and removals for the Email Distribution database..  This role will change if and when an online database (Beacon) is established, which we hope will be shortly.

Send reminders and notices to all members – we use our Gmail Distribution List to send emails and Also ensure information is passed on to the Webmaster to ensure it is on the website for access by all.
