
How to be a... 

LOCAL PARTY 

SECRETARY. 

What's the role? 
  

The Secretary role is important because good administration is 

key to running the local party and ensuring that the party is 

ready at election times. Being organised year-round means you'll 

stay organised when it matters most.  

The role of local party Secretary is to ensure that the party functions 

effectively and in accordance with the local, regional, national and 

federal party constitutions. The Secretary ensures that the processes 

and rules laid out in the constitution are enacted, and that the 

decisions made by the local party's executive committee are 

constitutional.  

Key tasks 
   

• Arrange executive meetings, including circulating the agenda. 
• Minute executive meetings and ensure an accurate record of them is kept, 

especially the decisions and agreed actions. 
• Arrange the local party AGM. 
• Ensure decisions are consistent with constitutional requirements. 
• Make arrangements for election or selection of local executive officers and 

party candidates, and ensure that these are done in line with proper 
procedure. 

• Efficient handling of general administration, including correspondence with Lib 
Dem HQ, and keeping records of local party officers up to date. 

• Work with the local party Chair to produce a work plan, and supporting the 
Chair to chase actions. 

https://www.libdems.org.uk/secretary_agenda
https://d3n8a8pro7vhmx.cloudfront.net/libdems/pages/42897/attachments/original/1526894779/template_minutes.pdf?1526894779
https://d3n8a8pro7vhmx.cloudfront.net/libdems/pages/42897/attachments/original/1526894824/tasks_and_projects.pdf?1526894824
https://www.libdems.org.uk/local_party_chair


Help & Support 

• Join the Local Party Officers Facebook Group.  
• Read the Model Constitution for Local Parties, to see in detail what you would 

be responsible for. 

Skills & Attributes 
Being a good Secretary would suit somebody with a passion for 

administration who enjoys being part of a team. Some of the key skills 

and attributes you will need are: 

• IT literacy. 
• Administrative skills. 
• Written skills 
• Patience and persistence.  
• Objectivity. 

 

https://www.facebook.com/groups/LibDemLocalPartyOfficers/
https://d3n8a8pro7vhmx.cloudfront.net/libdems/pages/42897/attachments/original/1529942088/Model_Constitution_for_Local_Parties.pdf?1529942088

