
Secretary Job Description 
In accordance with the Official CWG Constitution, details in italics are my additions and offer 
a more detailed breakdown of what each point entails. 
 
1.2. The Secretary is responsible for: 

a. Recording the minutes of Meetings; 
i. Sending out the Agenda email one week before scheduled Committee meetings 

(and reminding the President for Agenda if required). 
ii. Recording the minutes during the official meetings (Committee, AGM and any 

SGMs).  
iii. Distributing the finalised minutes to all committee members via the official CWG 

email (chchwritersNZ) and uploading it into Google Drive for easy access by 
Committee members (within one week of Committee Meeting) 

 
b. Keeping the Register of Members; 

i. Updating the Mailchimp mailing list with the names and email addresses of 
members that require manual addition (with their permission). 

ii. Removing any members that request it done manually (note: members are 
capable of unsubscribing themselves) 

 
c. Holding the Guild's records, documents, and books except those required 

for the Treasurer’s function; 
i. The Secretary is responsible for the official seal and the back-up hard drive. 

■ Hard drive should be updated with the contents of the Google Drive at 
least twice annually, once before the AGM and once around November. 

 
d. Receiving and replying to correspondence as required by the Committee; 

i. Check the emails (chchwritersNZ/christchurchwritersguild) at least once a week 
- more if possible! - and respond to any that require responses or alert/inform 
the relevant Committee members of their content. 

 
e. Forwarding the annual financial statements for the Guild to the Registrar 

of Incorporated Societies upon their approval by the Members at an 
Annual General Meeting; 

 
f. Advising the Registrar of Incorporated Societies of any rule changes 
g. Ensure that the newsletter is sent to the membership on a regular basis. 

 
 



 
See below for a template for the Minutes: 

 
COMMITTEE MEETING 

**Date** 
 
 
Present: **names of Committee present** 
Apologies: ** names of any Committee absent** 
Meeting Chair: **chairman’s name** 
Meeting Secretary: **secretary’s name** 
 
Meeting Opened: **time** 
 
Agenda: (will vary) 

 
Other Actions Required: 
** the “to-do” list before the next Committee meeting ** 
 
Next Meeting: **Date, time, venue** 
Meeting adjoined @ **time** 
 
[Also included must be any Motions, stating the member that first moves the Motion, the member who 
seconds it, plus the result of the final vote.] 


