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Campus Pedal Prix

Committee Role Statement – Minute Secretary

Summary
The major role of this position is to record the minutes of all Committee meetings and to distribute them, and to manage the recording and storage of any incoming and outgoing correspondence. 

Duties


	No
	Function
	Details

	1.
	Committee Meetings
	· Table at Committee meetings all correspondence received or sent.

· Record the minutes of all Pedal Prix Committee meetings and any other Pedal Prix related meetings and distribute to all Committee representatives and principals of each school.
· Forward copies of minutes for Campus Conference meetings.

	2.
	General Duties
	· Maintain contact details for all Pedal Prix Committee members.

· Maintain all other records relating to the Campus Pedal Prix activities.
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