Page 1 of 2

The P&C Secretary

Role description
Prepare and distribute notices of meetings
and meeting agendas

Prepare, distribute and present minutes of
meetings to members

Maintain a register of correspondence and
distribute correspondence promptly

Maintain a register of P&C members

Maintain a volunteer register whenever and
wherever volunteers are working for the P&C

Organise, record and maintain P&C documents

Ensure a copy of the P&C’s Constitution is
accessible and available

For more information see the
booklet “Congratulations!
You've been elected Secretary
of the P&C" on the info place
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