
How to be a Secretary: 

The Secretary is the backbone of any student group and ensures that everything runs 

smoothly, both in terms of administration and communication. This guide aims to provide 

you with a few pieces of key information to help you along the way.  

The Secretary is responsible for the Society’s non- financial administration, covering 

important procedures such as room bookings and making sure minutes are taken during 

meetings. They are also responsible for administering any elections. The Secretary should 

make sure that the membership lists are complete, accurate and up to date. This includes 

names, contact details, whether the member has paid their membership fees etc.  

• Meetings and Agendas:  

An agenda is a summary of the points to be discussed at an upcoming meeting. Every 

meeting should have one drawn up and disseminated in advance, usually via email or 

newsletter. This allows all members to prepare and is particularly important if there are any 

controversial issues to be discussed. If you have an issue that strongly divides opinion, 

you’re much likely to reach a 

consensus by the end of the 

meeting if no-one feels ambushed 

and ill-prepared. Here’s an 

example: 

 

 

 

 

 

 



• Timescales: 

• a) General Meetings: Notice shall be issued at least 7 clear days in advance to 

committee members. 

• b) Annual General Meeting (AGM): Notice shall be issued at least 14 clear days in 

advance.  Notice shall be given through email to the membership and a facebook 

event.  

• c) Extra-Ordinary Meetings (EGM): Notice shall be issued at least 7 clear days in 

advance of the meeting being held.  Notice should be given through emailing the 

membership and a Facebook event 

• Minutes: 

You should write up a brief minutes document at every meeting your society holds. This is 

essential for the end-of-year reporting and will help you keep a record of any decisions or 

action points made during meetings. Minutes are a useful way of allowing your committee 

members to keep up to date with what their responsibilities are and should also be at hand 

should any of your Society members wish to view them. This is to ensure accountability and 

transparency in the running of all DUSA Societies.  

Taking minutes involves typing up a short but precise and accurate summary of what was 

discussed in the meeting and including (most importantly!) the action points which were 

decided, and who needs to carry them out. Minutes shouldn’t be a transcript of what 

everyone said.  

You’ll also need to email the minutes out to other committee members, preferably within 

three days of the committee meeting.  

• Emails: 

It is important as Secretary of the society to keep up with the correspondence and regularly 

check the email address which you have chosen to provide on the website. It is likely that 

people visiting the site will email in to find out more about your Society, approach you 

about potential projects and ask for various pieces of general information about your 



Society and its activities. Bear in mind that any correspondence from DUSA will likely come 

to the society email address too. Correspondence is crucial to keep a track of as it can be 

essential in tracking important discussions and information. Remember to email 

help4u@dundee.ac.uk to get access to the email. 

• Creating mailing lists and sending group emails: 

A mailing list can be created to easily contact your members, however, you MUST ensure 

that you always Bcc everyone when communicating – it is a breach of GDPR for everyone to 

be able to see eachothers emails. See the Societies Handbook for more GDPR information. 

• Room booking /events: 

• As the Secretary, it is your responsibility to book rooms for committee meetings. 

These meetings can take place wherever you please, but I would recommend having 

the meetings either in DUSA or the Library. 

• To book rooms with DUSA, head to: https://www.dusa.co.uk/get-

involved/societies/members/ 

• To book rooms in the library, head to: 

https://libcal.dundee.ac.uk/booking/mainlibrary 

*Please keep in mind that at the time of the release of these training documents, all 

societies are operating online. In person meetings are not currently permitted* 

• Constitution: 

This lays out the specific aims and objectives of your group, and details all the rules relating 

to committee structure, election, membership etc. As with all important documents, the 

Secretary should take responsibility to make sure this is up-to-date and available publicly. 
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