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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:
	Secretary
	
	Department:
	E & E


	Duties & Responsibilities:

· Organises committee meetings (includes room booking, sending out agenda)
· Takes minutes at meetings then circulates to all committee
· Maintain E&E mailing lists
· Central source of information that committee and members can contact for information
· Ensures inter-committee communication is maintained
· Assist Marketing & Publicity in writing articles for website/press
	
	Time Commitment:

Variable – minimum 4 hours a week

	
	
	Venue:

Variable – usually LSU, but can be at home (transcribing minutes etc)

	
	
	Responsible to:

E&E officer


	Opportunity:

· Chance to develop great employability skills
	
	Benefits:

· Enhanced CV


	Useful Previous Experience:

Served on a committee before
Previous involvement with E&E issues
	
	Training and Support:

Free training provided by LSU



	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)




	For further info, Contact:

eande@lborosu.org.uk 
revnov08
	
	Website:

http://www.lufbra.net





