
Role Description 
Literature Secretary & Minutes Secretary 

 
Purpose 
The Literature Secretary has full responsibility for storing all Wives Fellowship Literature, fulfilling orders 
from individuals and branches and manning a Literature Stall at National events. She also keeps the 
Literature stock up to date.  
The Minutes Secretary must attend all Executive Meetings and the AGM , take and write up the minutes 
and distribute them. 
 

Key Functions/Responsibilities 
 

1a. Literature 
Storage 
-  Keeps all WF literature in an appropriate and accessible place. 
-  Makes sure that she has sufficient stock to fulfil orders. 
 Orders 
-  Fulfils orders and invoices for payment (including postage and packing). 
-  Runs the Literature stall at AGM, Founders Meeting and Autumn Conference and  encourages 

pre-ordering of Literature  prior to the meetings 
Money 
- All money received is banked using the WF paying in book 
-  One counterfoil is sent to the Treasurer and the 2nd one is kept by the Literature Secretary. 
- Does a stock take annually and informs the treasurer of the amount of Literature sold 

1b.  Minutes Secretary 
       Meetings 
- Takes the minutes of the Executive meetings and the AGM 
- After the meeting the minutes are written up after consultation with the Central Secretary and 

Chairman. 
- Executive Minutes are distributed to the Executive Committee and AGM minutes go to Central 

Secretary for distribution to branches 
 

2.   Executive  Meetings 
- Attends meetings of the Executive Committee and carries out tasks assigned to her by the 

Committee e.g. support at the AGM 
- Proactively contributes to the policy and decision making process 
- Assists other Executive members and the co host branch in hosting Founders’ Day 

 
3. Attendance at National Events 

- Attends all national events in the WF calendar, and some regional events engaging with the 
wider membership wherever possible 

- May present special agenda items at the AGM 
- Chairs a Regional Forum meeting in September or October 
  

Personal Attributes: 

- Is friendly and welcoming; enjoys meeting and talking with new people 
- Is comfortable speaking before large groups 
- Has the ability to plan and organise 
- Is detail conscious 

 
    

  
   



  
 
 
 

Key Skills: 

- Essential: Good working ability with Word documents and email 
- Essential: Basic level of knowledge on how to use Excel spreadsheets, including adapting existing 

spreadsheets 
 
 
 


