CWIC

Coventry and Warwickshire Infrastructure Consortium

The following draft should be amended to suit your organisation’s situation

Replace organisation with the name of your organisation

If you have no staff remove references to staff

Amend Executive Committee to your governing body
Role of the Honorary Secretary 

Summary of Role: to be responsible for ensuring the Executive Committee receives a professional secretarial service, particularly in the arrangements for its regular meetings and for the AGM and any EGMs.   
Honorary Secretary Key Tasks and Duties
· Liaising with the chairperson to draw up the agenda for Executive Committee meetings 

· To assist the Chairperson, Honorary Treasurer and the organisation’s Chief Officer  in the appointment and management of the organisation’s staff, including chairing appraisal, recruitment and disciplinary panels as required 
· To liaise with the organisation’s office staff and other Executive Committee members over the management and running of the organisation
· Manage incoming correspondence

· To check that a quorum is present at meetings for decision making purposes 
· To actively contribute to the Executive Committee meetings ( xxx times each per year) to move the organisation forward 
· To chair Executive Committee meetings in the event that the Chairperson is unable to do so 
· Supervise the Election process

· To plan the annual cycle of Executive Committee meetings, in consultation with the Chairperson and the organisation’s Chief Officer  
· To produce the annual Trustees report at the AGM in compliance with the Charity Commission guidelines
· To ensure that the Charity Commission are kept informed of changes in trustees and that the annual return and accounts are sent to the Charity Commission on time each year.
· To make arrangements for the AGM (or any EGM) including securing speakers, booking venues, issuing papers in advance in accordance with the constitution, ensuring adequate audio visual equipment is available. providing necessary documentation to members and Executive Committee (with particular regard to time requirements), 
· Taking the minutes at the AGM and subsequently providing them to the Executive Committee, and ensuring copies are available for members at the following AGM

· To undertake, in conjunction with the Chairperson, an annual appraisal with the organisation’s Manager 
· To ensure that elections of new Executive Committee members are carried out within the rules of the organisation
· As a member of the Executive Committee, attending and contributing to the work of the Committee and fulfilling the constitutional responsibilities of a Trustee as determined by law and the Charities Commission
· To act as a signatory on the organisation’s bank account(s)
· To ensure that action points from meetings are followed up to ensure that Executive Committee members and staff have carried out actions agreed at previous meetings
· Ensure that voting arrangements for new Executive Committee members are administered in a professional and transparent manner
· Terms: Annual (three yearly?) election by the membership. Expenses reasonably and necessarily incurred for work done for (and authorised by) the Executive Committee
Additional Responsibilities if the organisation is a Company Limited by Guarantee and the person is Company Secretary

· The Secretary in conjunction with the Honorary Treasurer is responsible for annual returns to the Companies House 
· Carry out the role of Company Secretary as laid down by the Institute of Chartered Secretaries in charitable organisations  

· Ensuring that the company and the board comply with the Companies Acts, the Memorandum and Articles of Association, and various other rules and regulations if relevant
· The convening of board and company meetings
· Maintaining the statutory registers i.e. Register of Members, Register of Directors and Register of Directors’ Interests
· Ensure that statutory forms are filled promptly
· Providing members and auditors with notice of meetings
· Maintaining the registered office and filing returns with the Registrar of Companies
· Supplying a copy of the accounts to every member of the company and every person who is entitled to receive notices of general meetings also copies demanded by anyone under section 239 of the Companies Act
· Keeping or arranging for the keeping of minutes of directors meetings and general meetings
· Ensuring that people entitled to do so can inspect company records
· Custody and use of the company seal (if appropriate)
· Administering any alterations to the Memorandum or Articles of Association

