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Intentional in &evelopment and aPPIication

Wi”ingness to learn from every OPPortunitg

|

]mProving on | xecutive function skills

Develop and use a process check list
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CORE Responsibilitics

I nsuring meetings are pro erly organized and
& g Ehasci o

[ —

minuted
Maimtaining effective records and administration

uPholding the legal requiremcnts of governance and

statutorg compliance

( _ommunication and correspondcnce
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Meetings

Fre-«mecting: liaise with chairto establish if a meeting is needed,
initiate a draft agen&a and seek inputs) &irectlg inform Pco!:)lc who
should attend, send out agendaJ circulate Previous minutes on time
along with matters arising, emquire on execution status, collate

reports , sort venue and facilities, confirm logistics, P183 host.

Meeting . take attendance, circulate intended working documents
take minutes using agen&a as template, summary of issues and

resolutions, verbatim motions.

IPost meeting : Aevelo[:)er minutes and pass to chairfor red biro,

save the reds, check for actionable, follow up executions,




Records and Administration

UPéateé Airectorg of members, partners and
stakeholders

1

:iling minutes and reports
Records of the organization’s activities

Diarg of future activities
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uPholding ]cgal requiremcnts

CORE instruments & title documents

P

Due process

Quorums
Mission Fi&elitg
Annual Returns and Reporting schedules
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( _ommunication and

Corresponcjence

\Write and resporml to all organization’s
correspon&ence

1

File all received and co[:)ic-:s of repliés

COYTCSPOﬂClCﬂCC

chort complete& activities and future events to

members and stakeholders

AGM, prepare and deliver activitg rc:Ports
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5!0”6 and Knowle&gc

Methodica], cye for details
Orgamized, an order]y mind
(Objectivity in proceedings

’) Rk &
Frompt Aea]ings with correspon&emce
| ake accurate notes at meetings
I~ nsure members receive necessary materials

Y

Bring necessary materials to meetings
I xercise emotional inte”igencc and works well with the chair

Understan& meeting Procedures and stan&ing rules

Attends meetings before others
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Thank you for your kind attention .
Q& A
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