British Dental Association

Role of the Secretary

The Secretary is the primary point of contact for both the Local Services Team and local
dentists. The Secretary's name will appear in the contact section of the BDA membership
database for their Branch, Section or Division, and BDA staff may direct local members to
the Secretary where appropriate.

The role can be shared between two or more committee members. For example, one person
may liaise with speakers, another may oversee venue, catering and AV arrangements,
another may manage sponsorship and social media activity, and another may coordinate
planning meetings.

Larger committees may choose to divide the Secretary role into a number of specific
positions, including:

e Meetings Secretary

o Speaker Secretary

e Sponsorship Secretary

e Social Media Secretary

e Social Secretary

e Membership Secretary

e Young Dentist Representative

Alternatively, new committee members may join as General Committee Members,
contributing ideas and assisting with activities as required. Planning meetings can then be
used to allocate specific tasks and actions to those willing to help.

The term of office is normally a maximum of six consecutive years, subject to the agreement
of both the BDA and the committee.

Secretary’s responsibilities

e Welcome new members to meetings, introduce them to other committee members and
the wider Association

¢ Help maintain engagement with members of the Branch, Section, Group or Division
within the local area

e Maintain copies of the local area’s rules ensuring any amendments are notified to the
Local Services Team

e Prepare agendas, minutes and action logs for planning meetings and AGMs, and submit
AGM papers to the Local Services Team



Work with the wider committee to organise planning meetings, CPD events and social
events, including booking venues and AV, agreeing topics, inviting and confirming
speakers, and securing sponsorship where appropriate

Give committee members sufficient notice of planning and committee meetings. It is
helpful to share the date of your next planning meeting with the Local Services Team,
particularly if you require a GoToMeeting link to host the meeting online

Submit details of all CPD and social events to the Local Services Team using the Event
Information Form

As a guide, the following notice periods should be provided:

Evening events: minimum of six weeks’ notice
Day events or evening social events: minimum of two to three months’ notice

Once the form has been received by the Local Services Team, the event will be set up on
the registration system and on the website for bookings, and emails will be scheduled to
advertise the event

Return signed attendance registers to the Local Services Team as soon as possible after
an event, ideally within two working days. This enables the team to follow up with walk-in
attendees and collect payment where required, send a feedback survey; issue CPD
certificates, update attendance records on the BDA database, and complete attendance
and financial reconciliations.



