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The Secretary is responsible for the day to day administration of the group.  The amount of work this generates depends on the size and nature of the group’s activities, as well as the legal structure. 





Being a Secretary usually involves receiving & answering all correspondence, keeping files and membership/committee lists, organizing agendas, meeting venues and the practicalities of any other event.





If your group has charitable status and/or is a Company Ltd by Guarantee or a Community Interest Company, then it will be the Secretary who makes sure that any reporting or legal notifications are made to OSCR and/or Companies House. It is important that the Secretary works in liaison with the other Committee Members, particularly the Chair and Treasurer.   








A Secretary should ideally be a good communicator and someone who has good organizational skills. 














At the Meeting:-





Take the minutes of the meeting (unless there is a minute secretary)





Advise the Chairperson of any information, which may be relevant.





Ensure that a quorum is present.








LEGAL REQUIREMENTS 





COMPANY LTD BY GUARANTEE If your group is a Company Ltd by Guarantee every Director has a personal responsibility to ensure that statutory documents are delivered to Companies House on time – although it will be the Company Secretary who submits them. 





Required submissions to Companies House:- 


Names & details of all Directors 


Notification of any changes to Directors details


Notification of change of registered address


checking, signing & returning (within 28 days) the Annual Return form which Companies House will send out every year (beware there is a penalty for late filing!)


Annual Accounts in the required format


They must also ensure that the relevant fees are paid to Companies House for this filing. 





Community Interest Companies are also governed by the Companies Act with the additional requirement for the annual submission of the Community Interest Company Report which goes to Companies House. 





Registered Charities





Statutory reporting to OSCR:- 





Ensure all details on the Scottish Charity Register are up to date


Obtain consent from OSCR for changing name or charitable purpose or for amalgamating/winding-up


Notification of any changes to your constitution


Annual Report 


Annual Return


Annual Accounts in required format


	


      	


      	








After and between meetings: -





Write up the minutes of the meeting (unless there is a minute secretary)





Take any action (such as writing letters, obtain information, respond to enquiries) that was decided at the meeting.





Send any reports or publicity to the media (unless there is a publicity officer)





Receive and answer any correspondence.





Consult with the Chairperson and other Committee Members as appropriate.





Keep the membership list up to date.





Keep records of all correspondence for at least 1 year and never destroy the minute book/file.





Make arrangements for the AGM.  This should include obtaining nominations for office bearers and Committee Members.





For more information of minute taking see our leaflets:- The Role of the Minute Secretary and Taking Minutes.





For more help with running meetings see Good Meetings!





Responsibilities





Before the meeting: -





Liaise with the Chairperson, Treasurer, Committee Members and staff as appropriate, to draw up and send out the agenda and notice calling the meeting.





Advise the Chairperson and others as appropriate of any information that they may require for the meeting.





Send out or have prepared all relevant papers and correspondence for the meeting.





Arrange the venue for the meeting.





Check that all Committee Members have carried out any work which they have undertaken to do.
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Skye & Lochalsh Council for 


Voluntary Organisations


Tigh Lisigarry Bridge Road Portree 


Isle of Skye IV51 9ER


Tel 01478 612921 Fax 01478 613341 


(


ADVICE, INFORMATION & 


PRACTICAL ASSISTANCE


For COMMUNITY GROUPS


in the local area


(


Annual Membership of Skye & Lochalsh C.V.O 


costs from just £15.00 per year for small community groups- take a look at the benefits this brings…


(





FREE ACCESS to  Funderfinder


 to help you identify funding sources





FREE ACCESS 


to Outreach sessions





FREE LINE ENTRY 


in the Community Groups Register





50% DISCOUNTED MEMBERS RATES 


on all our photocopying,


desk-top publishing & administration services


plus venue hire and videoconference facility





FREE PROMOTION of events, fundraisers, volunteer opportunities etc plus a forum for exchange of ideas 


on our website    www.slcvo.org.uk











Every care has been taken to ensure information given is accurate and current.


SLCVO cannot accept any responsibility for claims arising from error or misinterpretation.
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