Recorder/Minutes Secretary

· Attend monthly committee meetings

· Arrive in good time before the meeting with the previous minutes and with all the relevant correspondence and business matters for that meeting.

· Record the names of those who are present, and convey and record apologies received from those who are absent
· Take minutes at monthly meetings and circulate to members

· Record the key points making sure all decisions and proposals are recorded
· Clearly state action points in minutes by creating an action list
· Send a reminder notice of each decision requiring action to the relevant person

Tenant Relations Team (TRT) Administrator 
· Responsible for administrative support to the Tenant Relations Team
· Attend monthly committee meetings 

· Neatly file support materials for tenants 
· Provide the support materials (welcome package, tenant  handbook) to volunteers and tenants when needed
· Responsible for duplication and ensuring distribution of tenant Newsletters and other TRT notices
· Other administrative support to be determined
ONE-on-ONE Tenant Volunteers

· Serve as a liaison and resource person for tenants and MHI
· meet new tenants, introduce to TRT concept, clarify whom to contact in what circumstances; 
· Offer ongoing support as needed, including resource info. 
· contact tenants as appropriate to encourage participation in community events, assure understanding of MHI communications
· facilitate resolution of any problematic relations within their building that involves the volunteer’s assigned tenants
