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HOSPITAL CATERERS ASSOCIATION

STANDING ORDERS FOR ASSISTANT NATIONAL SECRETARY  

1.      APPOINTMENTS

1.1
An Assistant National Secretary shall be elected annually at the Association's Annual General Meeting.

2.      HONORARY ASSISTANT NATIONAL SECRETARIES' DUTIES

2.1 Provide a secretarial service to the Honorary National Secretary, Council, Executive and at the AGM of the Association.

2.2 Attend Council and Executive Committee meetings and, in conjunction with the Honorary National Secretary, produce draft minutes.

2.3 Attend the Annual General meeting of the Association and, in conjunction with the Honorary National Secretary, produce draft minutes. 

2.4 Assist the Honorary National Secretary in maintaining a minute book.

2.5 Arrange the first meeting of the General Purpose Committee.

2.6 Act in the absence of the Honorary National Secretary, taking over the full range of his/her duties. (See standing orders for Honorary National Secretary)
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