
COT JOB DESCRIPTION FOR REGIONAL COMMITTEES
Secretary
Role and Responsibilities:
· To take the minutes of the Regional Committee and Annual General Review (AGR), or if unable to attend, to nominate another committee member to fulfil this role.
· To circulate the minutes, agenda and any relevant meeting materials via email, to all Regional Committee members and the COT Membership Development Administrator.  All minutes and agendas must be sent to the Membership Development Administrator after each meeting or on an annual basis for governance and inclusion in the College of Occupational Therapists’ Wellcome Collection.
· To book rooms as necessary for the Regional Committee meetings.
· To ensure that all Regional Committee contact details are up to date and regularly reviewed and sent to the COT Membership Development Secretary.
· Agree with committee members on an annual basis, the dates for all Regional Committee meetings.  These are to be circulated at the beginning of the financial year to all Regional Committee members and the COT Membership Development Administrator.
· Encourage membership of the Regional Committee and support annual succession planning.
