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Secretary
Job Description‬

Qualifications:‬‬‬‬

The Secretary should have computer literacy, organizational skills, and the ability to capture the key outcomes and decisions made during meetings. While not a time-consuming role, it does require timely pre- and post-meeting follow-up.
Estimated Time Commitment:
~2 hours per month + the Intergroup meeting
Note: This role requires access to a computer and internet connection.
 ‬‬‬
Position Duties/Responsibilities: 

1. Attend all Intergroup meetings. 
2. Prepare the Intergroup meeting agenda for each meeting, to be sent out via email & WhatsApp 1 week in advance of the meeting. Ask chair and reps if any new agenda items need to be added. Add new business items if any.
3. Take minutes of the Intergroup meeting. 
4. Assemble and email Intergroup meeting minutes to all committee members. 
5. Save meeting minutes to whatsapp group and Google Drive
6. Announce Intergroup Meetings & any PSA for SAA at meetings attended.
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