
SKILLS for t he  SECRETARY  

 

Record  Keep in g/  Let ter  Writ in g  

Lis ten in g & Ability to Ch eck  for  Un ders ta n d in g 

Record in g  

 

The  SECRETARY 

 Ta kes  a t ten da n ce a t  m eet in gs   

 Collects  m eet in g a gen da  item s  a t  lea s t  two weeks  in  a dva n ce from  gen era l clu b  
m em bers h ip  a n d  s h a res  with  Execu t ive Com m it tee  

 As s is ts  Execu t ive Com m it tee in  s et t in g a gen da  

 Pos ts  or  m a ils  th e Cou n cil a gen da  a t  lea s t  th ree da ys  before m eet in g, or  oth er  p r in t  
m a ter ia l for  m eet in g a s  requ ired  

 Rea ds  let ters  to th e clu b  a t  m eet in gs  

 Keeps  m in u tes  (n otes ) from  a ll th e m eet in gs  
o Topics  of d is cu s s ion  
o Motion s  & Secon ds  (by wh o a n d  wh a t  s pecifica lly) 
o Res u lts  of vot in g 

 Writes  clu b  let ters , s u ch  a s  th a n k  you  let ters , in vita t ion s  a n d  requ es ts  for  
in form a t ion  

 

HOW CAN I HELP AS SECRETARY?   

 Ha ve th e m in u tes  from  previou s  m eet in gs  a va ila b le for  cla r ifica t ion  

 Prom ote th e m eet in gs  by m a k in g s u re a gen da s  a n d  m in u tes  a re com pleted  a n d  
delivered  in  a  t im ely fa s h ion   

 Be a  rea lly good  lis ten er . Sin ce a ccu ra cy is  s o im por ta n t , a s k  peop le to repea t  th in gs  
if you  a re n ot  s u re wh a t  th ey s a id , or  repea t  ba ck  wh a t  you  th in k  th ey s a id . (Ch eck  
for  Un ders ta n d in g). Even tu a lly you r  record  is  th e on ly th in g left  a fter  a  m eet in g.  

 Ma ke s u re you  a re clea r  wh a t  s om eon e h a s  s a id  before you  write it  down .  

 Keep  th e lin es  of com m u n ica t ion  between  you  a n d  th e oth er  clu b  m em bers  open , 
m a ke s u re everyon e u n ders ta n ds  ea ch  oth er .  

 
RESOURCES 
 

1) Secretary’s Book http://cru.cahe.wsu.edu/CEPublications/c0240/c0240.pdf 

Writing Thank You Letters http://sumac.com/how-to-write-the-perfect-thank-you-letter  

2) Appendix: Active Listening  

3) What Does a Secretary Record? http://4h.wsu.edu/council/guidelines/chap04.pdf 
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