
 

 

 

 

 

 

 

 
  

 

What the role involves: 

A secretary or administrator for a voluntary group is one of the three key roles on any 
group committee (the other two being the treasurer and the chairperson). As a 
voluntary group secretary you will be responsible for these kinds of tasks: 

 Welcoming speakers, new members and visitors to the group.  
 Making sure all group members and volunteers complete a membership form. 
 Making sure the Stroke Association’s Confidentiality Policy is followed especially 

when completing and storing personal membership data. 
 Supporting meetings by taking minutes and circulating agendas. 
 Dealing with correspondence and keeping staff updated about group activity.  
 Helping to plan group activities including inviting speakers or booking outings. 

Depending on the needs of a group this role can be split by creating other roles like a 
new member officer or communications officer. 

 

Who the role might suit: 

 To be an effective voluntary group secretary you will be someone who can 
organise meetings and activities.  

 If you are a person who has a great eye for detail and can work in a methodical 
way to support community activity then this might be a good role for you. 

 You will need good communication skills and enjoy meeting new people.  
 A group secretary needs to be IT literate, have good administrative and record 

keeping skills and be able to follow relevant policies. 
 

What the role can offer you personally: 

 As a voluntary group secretary you play a significant role in helping to support 
and develop a welcoming community for stroke survivors in your local area.  

 The role provides an opportunity to engage with your local community, meet new 
people and to lead and be part of a vibrant and engaging local team. 

 

 

Stroke Association Voluntary Groups provide long term social and peer support to 

people affected by stroke.  They organise events and meet together to reduce social 

isolation and rebuild the confidence of members.  A voluntary group secretary takes on 

specific roles and responsibilities in organising and supporting volunteers in the group.  
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 It also offers you a chance gain and develop professional skills and increase your 
employability by volunteering with a well-respected charity.  

 Many of our secretaries and administrators say that this role is a great way to 
engage with, and support, their local community.  They feel like they are making a 
difference and giving something back.    

 

Training for this role: 

We provide all of our voluntary group secretaries/administrators with training so they 
feel confident in the role and give the best possible support to stroke survivors.  

Mandatory training that you need to undertake for this role is: 

 Stroke Association Volunteer Induction (a face to face one day course). 
 Health and Safety for Clubs Groups and Cafes.  Each group needs at least one 

committee member trained so this will depend on the needs of your local group. 
 

Additional learning opportunities are available to develop your skills and experience: 

Leading Stroke Groups / Group Finances / Safeguarding / Client Assist / Hidden Effects 
of Stroke / Emotional Impact of Stroke / Supporting People with Aphasia / Stroke 
Ambassador Induction Training / Personal Safety For Volunteers. 

We also offer ongoing support and expenses where appropriate. 

 

Where and when you would volunteer: 
 

These details would be agreed with a staff member in one of our local teams. We 
endeavour to find our volunteers roles in their local areas that suit the time 
commitments they have available.  
 

 
A Disclosure and Barring Service (DBS) check, an Access NI check or membership of the 
Protecting Vulnerable Groups (PVG) scheme is required for this role. 

 

Our vision is for there to be fewer strokes, and for people affected by stroke to get the 
help they need to live the best life they can. 

Our core purpose is to be the trusted voice of stroke survivors and their families. We 
want to drive better outcomes in stroke prevention, treatment and lifelong support for 
everyone affected by stroke. 

 

 
 

Find out more about stroke, what 
we do and how you can help:  
stroke.org.uk or call our  
Stroke Helpline: 0303 3033 100. 


