DRAFT 1

Post 2
Secretary

Responsibilities:
To work as a member of the Youth Ministry Committee
To maintain records on behalf of the Youth Ministry team including:


Minutes of meetings


Parish records (ensuring these are maintained liaising with the officec)


Staff and volunteer appointments, HR matters and training needed and 
undertaken


Educational visits record keeping

Policies and procedures and review dates for these - maintaining the "aspect 

review process"

Official communications related to bids and funding

Point of contact for external organisations correpondence

To maintain the Youth Ministry Committee’s web pages
To act as a key point of contact for Youth Ministry affairs
To liaise with parish representatives to ensure all aspects of decisions taken are worked through the appropriate authorities and any adverse impacts are communicated both ways
Time:

8 hrs a month


10 Committee meeting a year

Skills:

Good communication skills – written and verbal



Web skills – at least basic ability in Word



Interest in and awareness of young people’s issues, needs, interests



Minute taker


Record keeping and data protection awareness
