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Do you like working with children?
Would like to get more involved in
your childs school community?

Love being organised? & have some spare time?
Do you like working within a team?

IF YOU ANSWERED YES THEN WE’RE
LOOKING FOR YOU!

IF YOU ANSWERED YES THEN WE’RE
LOOKING FOR YOU!

If you would like further information please
contact the P&F Team:

parentsandfriends@dominic.tas.edu.au

Position Description
The secretary’s primary role is to take general responsibility for certain administrative tasks

which the Committee is required to carry out. As well as bearing all the general
responsibilities of being a member of the Executive Committee, there are several tasks for

which the Secretary is responsible. Many of these are practical administrative duties.
Duties include; convening meetings; preparing agendas for meetings (in consultation with

the President); take accurate minutes of meetings; dealing with correspondence;
collecting mail; ensuring backup information is available at meetings where the topics to

be discussed require it. Must have a WWVP card.


