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	Committee Profile


This opportunity profile is designed to give you an idea of what your voluntary work will involve. It highlights the commitments, skills and benefits you can expect from taking up that role.


NAME:
SOCIETIES FEDERATION COMMITTEE  
ROLE:   SECRETARY

Duties & Responsibilities
· Keep proper minutes of Societies Federation general meetings and committee meetings and making sure they are distributed to relevant people

· Be responsible for arranging dates and locations for all Societies Federation meetings and inform the relevant parties of such meetings,
· To forward the minutes of each meeting to the Student Activities Administrator, no later than ten days after a meeting.

· Be responsible for the SocFed committee elections and make sure all rules are adhered to

· To aid the Student Activities Officer in the running of the section,

Opportunities






· Gain valuable transferable skills e.g written communication, teamwork, organisation and planning, IT, 

· Free training provided by LSU

· The chance to make a difference
· Meet loads of new people
· Looks great on your cv
Desirable Qualities

· Methodical
· Good communicator
· Well organised, particularly with administrative matters
· Good IT skills
· Good at compromising
· Adaptable
· Experience of being on a committee
Approx Time Commitment

· Minimum …2…. hours p.w. – no max!
· Needs to be easily contactable 






www.lufbra.net/societies
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