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KNOW DIABETES. FIGHT DIABETES.



Volunteer Role 
Description

Volunteer role title:   Local Group Secretary
Department:              Volunteering

Team:                         South West Office

Main contact:
   Gemma Jackson
About Diabetes UK

As the UK’s leading diabetes charity, our mission is that by bringing people together to work in partnership, we will support those living with diabetes, prevent Type 2 diabetes, make research breakthroughs, and ultimately find a cure.

Overall purpose of the role:
Secretaries provide an essential service to local groups offering support to people living with diabetes. They provide administrative and secretarial support to the group including arranging meetings and to ensure effective communication between Diabetes UK and the group and can act as the main point of contact for members of the public interested in joining the group.
Main Tasks
This is a list of duties which may be involved in the role of the secretary. Each group is different and there may be some tasks listed which are fulfilled by other members of the committee. 

· Ensure that information from Diabetes UK is passed on and acted on by relevant members of the committee and the group.
· Ensure that Diabetes UK is kept informed of group details including key contacts and meeting places when information changes using the Groups Information Sheet.
· Deal with group correspondence.
· Act as a cheque signatory for the group.
· Be involved in maintaining Health and Safety requirements for the group including risk assessments
· Maintain a mailing list of local contacts.
· Respond to queries from members of the public wishing to join the group.
Meetings
· Provide support for committee meetings and Annual General Meetings including preparing the agenda with the chair and taking minutes.
· Keep a record of past committee meeting minutes.
· Identify and book venues for meetings, book speakers and produce the annual programme.

Publicity
· Keeping the group website up to date.
· Working with the committee and members to publicise the group locally.
· Creating flyers to publicise the group.
· In conjunction with other committee members, agree information to be included in the newsletter. 
· Produce and distribute the newsletter via email and post where appropriate.
What we are looking for

· Good organisational and administrative skills (i.e. producing minutes, maintaining records and organising meetings).
· Ability to work as part of a team and able to delegate tasks to others.
· Good communication and listening skills.
· I.T skills to produce the newsletter and to manage group activities online.
What Diabetes UK can offer you

· The opportunity to be part of reaching and supporting more people living with diabetes

· Induction and training

· Regular communication with Diabetes UK point of contact

· Opportunity to meet and network with other volunteers

· The opportunity to learn new skills

· Experience of working in the charity sector

· Reimbursement of out of office expenses incurred while carrying out activities for Diabetes UK, e.g. travel, lunch.

How to apply and next steps

For more information about the role and how to apply, please contact the volunteering team at Diabetes UK, Victoria House, Victoria Street, Taunton. TA1 3FA 01823 448 260 south.west@diabetes.org.uk
Once you have completed the Volunteer Application Form, we will look to invite you to an informal interview. This will be an opportunity for us to explore your suitability and experience for the role but it will also be a good time for you to decide whether the role and the organisation is for you.

