SECRETARTAL DUTIES

W. Cogger Febrnary 1969

Definition

A person employed by another, or appointed by a Society. tc deal

with correspondence, or papers, to collect information, and prepare br=i ess,

Appointment To Office,

Usually chosen or selected according to —e)it and
ability, and skills, BUT, so often placed in this position “ecivse tbare is no
one else to fill in the vacancy which has heen left by tho .esignati.e- of the fo
former Secretary, due to ill health, thansfer, or thet e wishes a .hange having
felt he has performed his allotted task for long >nuvgn,

The_Job,

Inddeed, it is most interesting, covering evers .apeet od adminstration
and it could be said, rightly or wrongly, th. succeswr failure of the Society
depends on the efficiency of the Seere> ary, whose ?oly it is, to attend and deal
with all correspondence with the mimiZim of de,ay, fill in information to Gran‘L,
and D,G, Lodge, but more of this l.¢ter, A yreroeiary collects information for the
society, be up to date with tronuiz, chang>s, amendments to constitution, bye lawgs
and should have to hand al . s:conds nutice, the answer tolquiries of past
minutes, or records, Thi: I quite a job,,,No wonder so many people decline to agore-
accept the office,

Correspondence,

Tt is impezvo 't that the colleation and replving to correspondence

is done speedly, 4ud ir ;> hasiness like manner, Keeping in mind the dignity of

]
the recipiimv. whose ‘eeiings must be considered at all costs, The letter of
congratulations eu:t he phased with the same care as a letter of condolence,
whilsv. 1 busiiess letter must be to the point/and written with&trict caution

;0 uonold of the good name of the Society,

An all important part of the secretarial duties, and so often neglected,
as a wasteful, and not necesaary, in faet it has heen said ...futile?;(fig%si;zﬂt)
remeeper... He can, but what of the people who have to follow!?, This is not
diﬁg;‘of course, true and accurate records have to be kept and preserved, for who
knows, at some time'information maybe required and verbal informantion is not

accepted, neither is it satisfactoty, Authentic proof must be prodused at all time



/2
gollection of information

One of the many, but most important functions of
a good secretary is the recording of the busines; during a meeting, the collection
of mail, see it is collected regularly from the post box, who knows there may be
some matters of importance which must be dealt with at onee, in our cas’: the
W/Ms approval or signiture so that the business can be followed up t. a conclusion
without delay, Returns of the District should at all times be sep’ o. time to ease
the burden of the D,G, Secretary, on whose shoulders rest the ndmiustration
of all Lodges, and undercthe direction of the D,G, Ms direetio,, he Was to keep
all Lodges fully informed of the District requirements =d uirectires ~f Grand
Lodge, A true record of the proceedings have to be recorued in t. e ainutes of
each regular meeting , whilst the Assistant Secreter, rapor’s ana records the
standing committee, The importance of the latter v9tice must be stressed, as the
business of the lodge discussed by the managing body, r*te. has to be reviewed
from time to time,
Responsibility,

To Grand Lodge and the D.G, Serre-2.y for the return of statisties
to enable him to compile the Quart_.viv and An uei Communications in sueh detail
that every master can see at a gla.ce the »ftuirs of his lodge and make a
comparrission of the others s ouid he so desire, There are nine of these forms
which have to be dealt wi%. during {he year, For your guidence I will run

through them briefly,. ..

List ~f 1. lodge members , to date, or of initition, and jéining, This m
this must be ro.wried at the end of the lodges finaneial year ending 3Ist “arch,
30th June, ZuL*h Supterb.: or 3Ist December, as the ease may be, Three copies must b
be sent ore Of whish is returned with his assessment, theron - special remanks

on this ‘orn

FORA 2,2,

- —— - —

This 13 a continuation of the first sheet A,T, with the same applying
oM /3

Return of the master, wardens, and past masters, being subseribing
members of the Lodge,, as before returned four times a year,..... SPecial
attention here in giving and quoting the correct addresses of the brethren
entered on the return,

FORM A .4,

An installation return , must be returned immediately after the Master

and Wardens have been installed, Two Copies are required , (I) one of which is



/3nﬁ10F WHICH TS SFNT TO Lonmdon, This is a fairly easy form to understand, the

same cannot he said fdar some of the others,

2935_15 Application for Grand Lodge certificates, This has to be done immediately
after the candidate or applicah® has been raised or accepted a= a joining member,

FORM A/s Regisration of new members, the retiarns have to be made four timss a year

and tkree copies have to be made,

PO A/T. Jus
This is the return of active past masters, , by D,Grand t- see that the shml

sh#lf, which often a past master thinks he will recline on  for the rest of

his masonie cafeerszx 1310‘{& dusty shelf, They do not wa.v \iw to git cluttered

up, but remain healthy, alive ete.zy virue of his past experience, he has so

much to give for the guidence and instruction of th< n>= bre hr>n, This is"The

Looking Glass" of the Lodge if you like’any slae’ing is at onee noticed, This is

returned in November of each year,

PROSPOSAL FORMS,
Used as the name implies fur candi?~t>c to be initiated, or for fdin

joining members, This has to be submiilted immediat.ly a canidate is initiated or axm
accepted as a joining member, Two -opics one oy wniclj is sent to London, with the
annualreturn, A Grand Lodge will not be isiu>d uhti)l a Proposal form has bee
received,

LODGE STATISTICS

* This mnct be com;leicd by the end of Febrnmary - Usually the D ,G, S
Secretary sends a reminde. to thiz »ffeect, withont the facts figvers and information
required on this forn ~the e?fforus of the other Lodges become of no avail and the .
D.G, Secretary *- .uahle 7o . esent the final picture of the District to all

member Lodges iu-tae Discriet

There is-a wealthk oi 1aformation to be found in the Book of Constitutions which
gives “'n Jelail all the do,s and dont,= NOW, T have given yon the work which I
bave found to bu interesting and these are my personnel views, whether they be
oight or wrong is for you to decide, however I do feel , and you may agree so
long as there is a yard stick, with which one e¢an measure,the efficiengy depends
on the individual, his responsibility and concept of the job little s® long as
the worknis carried out with dignity and decorum which befits the Society to
which he is Secretary,

Brethren, T think I have covered all the points which T wish to
make, and sincerely, hope, you have been able to ga¥n a little more insight in
the strange and mysterious workings of the job of a secretary, who lets faece it,..

often come under haraage for much eritizium , THANK YOU!!I!!!



