HHUA Secretary – Terms of Reference
Communication
Acting as the primary point of contact for the Association. 
Part of this responsibility includes collecting incoming mail (where appropriate) and distributing it to the appropriate Executive Committee members. 
Writing letters as decided at the Executive Committee meetings or at other times.

Meetings
Giving notice to all members of any AGM, or other General Meetings. 
Writing and distributing agendas of the Executive Committee meetings
Writing and distributing agendas of the Management Committee meetings

Recording Minutes of all proceedings and resolutions of all Annual General Meetings, General Meetings and minutes of the Executive and Management Committees. (Such Minutes must be approved by the Chairman). 
Distributing the minutes of each Executive/Management Committee meeting to the Committee members. 
Distributing the minutes of the AGM to all members.  

Maintain the HHUA Constitution and recommend relevant changes to the Management Committee
