Volunteer Secretary for Hampshire Neurological Alliance 2016
Roles of secretary to include :

Taking minutes at Steering group, AGM and other meetings usually held every two months on 3rd Monday of the month
Working with Chair to arranging venue, fees , agendas etc
Distribution of minutes
Managing and updating membership list 
Circulating information via membership list or to Trustees/ Steering Group 
Maintaining policy documents and guidelines to be available for Trustees, if needed.
Filing documents (eg minutes, agendas, policies) to drop box 
Monitoring email (contact@hampshireneural.org.uk ) and forwarding emails to relevant Trustee/ website/ neurology info booklet update . 
Involvement (with others) in arranging events e.g. conferences, training days, AGMs 
Skills in fundraising, bid writing or volunteer management would be an asset.
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