JOB DESCRIPTION

	Job Details:


Post Title: 

Secretary of tenant group
Salary:

N/A

Responsible to         Chair of tenant group
    


	Role Purpose:


To support the Chair and Deputy Chair in the administration of tenant group
	Principal Responsibilities:


In addition to the responsibilities of a general tenant group member the Secretary must:

· Assist and support the Chair and deputy Chair in the efficient administration of tenant group
· To receive and distribute correspondence which concerns tenant group receiving directions from the Chair on tenant group response. This will require complete confidentiality. This includes calling meetings; diary management, maintaining filing systems; the co-ordination of agendas and the distribution of minutes and paperwork for and from meetings.

· To arrange for the travel and transport to events and meetings and to co-ordinate supplies and paperwork for the meetings, if necessary.
· Assume responsibility for a particular area of the responsibility or interest as may be agreed by tenant group, such as minutes of meetings.
· Establish a constructive working relationship with the Chair and Deputy Chair and the Facilitating Officer from landlord
