
Minutes Secretary Role Description 

(may be combined with Business Secretary) 

 

Attend committee meetings: 

• To note what is said and discussed by members of the committee 

• To transcribe these notes into a written record 

• To send this record to all committee members with the agreement of the 

Chairman and Treasurer 

Other 

• To carry out any other tasks as requested by the committee 

Trustee 

• To carry out the duties and responsibilities of a Trustee of the FWD u3a. 

 


