HGTA
Job Description - Secretary

To act as the central hub for communications and information flow between the
HGTA Committee, Members and Stakeholders, distributing and receiving information
generated by/on behalf of behalf of Officers and Sub-Committee.

Liaising with the Membership Secretary and Treasurer, maintain an up to date
email/postal database for communicating with Members.

Liaising with the Chairman and Twin Town Sub-Committee Chairs, maintain an up to
date database of official contacts within our Twin Towns.

In respect of Committee Meetings, Member Meetings, The Annual General Meeting
and Extraordinary General Meetings:

- to ensure the requisite notice is given of meetings;

- to prepare and circulate the Agenda for meetings (in consultation with the
Chairman);

- to prepare and distribute the Minutes of meetings.

To maintain contact with Secretaries of our European Twin Town Associations,
thereby ensuring that they are aware of the activities of/developments within the
Association. This includes the preparation and circulation of the Minutes of Twinning
Business Meetings held in Huntingdon & Godmanchester.

To maintain liaison with Town Councils on twinning matters, including representing
HGTA (along with Chairman) at HTC Twinning Sub-Committee meetings.
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