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

Branch secretary

Aims

Act as principal communications trustee managing and maintaining the administrative affairs of the branch.

Key activities - In addition to all those listed under the role of branch committee member  

· To act as main contact point for all branch communications with the national Society, the branch committee and the branch membership.    

· Arrange branch meetings, ensure accurate minutes are taken and distributed in accordance with branch rules. 

· Ensure all branch committee decisions are implemented and actions completed.

· Arrange the branch AGM including the compilation and distribution of the annual report, nominations and agenda in line with the strict timetable laid down in the branch rules.

· Arrange the timely dissemination of the contents of all correspondence and literature received by the branch, ensuring availability to all committee members, and reply to all branch correspondence where necessary.  

· Order and distribute RSPCA stationary, leaflets, posters and other fundraising and promotional material.

· Liaise with the branches development adviser (BDA) and group chief inspector and notify them of all branch meetings.  

· Advise the BDA of all changes to branch facilities, services and contact details.

· In the absence of the membership secretary assume responsibility for the maintenance of the branch membership list.

· Submit recommendations for national Society awards to the BDA, in accordance with the wishes of the committee.    

templates\role outline –  branch secretary\ks


