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Habitat for Humanity London

Volunteer Job Description

	

	Position: Task Force Recording Secretary

	Responsible to: Task Force Chair

	

	Description/Objective: The Task Force Recording Secretary takes minutes at meetings and assists with document flow between meetings.

	

	

	Responsibilities and Tasks: Attend and record meeting minutes

Type and submit minutes to Chair for editing.  Facilitate compilation and circulation of meeting minutes, agenda and related documents prior to meetings.  .

	

	Time Commitment: 4-5 hours a month

	

	Qualifications/Skills: Minute taking. Word processing and email familiarity.  Able to work with Chair and meet deadlines.

	

	Training Support:

	

	General Orientation
             
	Specific Orientation:

	Confidentiality
 
	Code of Conduct
	Conflict Resolution

	Health & Safety
           
	ReStore Purchase Policy


	Specific Training :
	Ongoing Training:

	

	Benefits:   Participation in the functioning and success of a vital asset in Habitat for Humanity London.  The opportunity to build new personal and professional associations.
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