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	Opportunity 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.


	Role:
	Student Secretary
	
	Department:
	AU - Executive


	Duties & Responsibilities:

· In conjunction with AU President, arrange dates and locations for all Athletic Union meetings.

· Inform all relevant parties of such meetings.
· Keep minutes of all AU General, Executive and Finance Meetings 

· Send minutes to Union Council

· Sit on sub-committees as Secretary when required.

· Update the AU’s website (www.lufbra.net) on a regular basis


	
	Time Commitment:

5 hours a week

	
	
	Venue:

AU Office, Meeting Rooms, at home

	
	
	Responsible to:

Athletic Union President


	Opportunity:

· Develop office skills

· Take an active hand in the running of large organisation

· Build up contacts
· Good experience for taking on further roles
	
	Benefits:

· Increased organisational knowledge

· Lead role in best AU in the country

· Experience for future career
· AU Exec Socials


	Useful Previous Experience:

Being a secretary or officer at Club level would be helpful, also a good understanding of updating websites
	
	Training and Support:

Handover with previous Secretary, support from AU President and office staff, Student Resource Dept. training events, AU Committee training event


	Skills Gained:
	
	Participating in this opportunity will enable you to develop and practice the following skills (marked *)

	*
	Written Communication
	
	*
	Teamwork

	*
	Verbal Communication
	
	*
	Time Management

	
	Delegation
	
	*
	Financial Management

	
	Decision Making
	
	*
	I.T.

	
	People Management
	
	*
	Organisation / Planning

	
	Negotiation
	
	
	Marketing

	Others (as specified below)

Minute Taking and Committee Skills


	For further info, Contact:

au@lufbra.net

	
	Website:

http://www.lufbra.net




