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SKILLS REQUIRED OF THE RECORDING 
SECRETARY
YOU DO…

1. Have to be organized.

2. Have to be able to maintain concentration while being bored to 
tears.

3. Have to be able to participate and take notes.

4. Have to be objective.

5. Have to have a basic idea of the technical area.

6. Have to be assertive enough to ask questions.

7. Have to be confident enough to get more information.

YOU DO NOT…

1. Need to know shorthand.

2. Need to be a technical expert.

Notes:
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While the recording secretary sounds like a simple role, countless 
responsibilities are tied to it. 

With a skilled and organized individual in this position, your board may 
be able to maintain efficiency. 

Taking the time to fully understand the role, the necessary skills, and its 
responsibilities will allow you to take better minutes and run better board 
meetings. 

Here are 7 recording secretary skills you need to take effective meeting 
minutes: 

1. Strong Written, Verbal & Electronic 
Communication Skills
You need to be able to listen attentively, speak your mind and get 
clarification if necessary.

Technology is such an important part of today's meeting management 
and minute-taking role; so strong written, verbal and electronic 
communication is critical. 

2. Attention To Detail & Solid Project 
Management Skills
You need to be very articulate, clear, attentive, and understand exactly 
what is being said - and, more importantly, what is being decided.

Remember, choice of words and language matters. 

Also, being able to hold people accountable, follow up, get clarification 
on certain things, and close the loop on certain items that members 
brought up in a discussion is all part of being an effective minute-taker. 

THE IDEAL RECORDING SECRETARY
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3. Knowledgeable On The Subject Matter  
Understand What Information To Record During The Meetings
So while you don't have to be an expert in a certain field, you certainly do 
have to have a working knowledge of what's being discussed at the 
meeting.

There might be certain terms that could be foreign to you, and if that's 
the case, that's going to negatively impact your ability to take effective 
minutes. 

So you certainly want to brush up on your product knowledge, brush up 
on your industry knowledge, know what's going on, understand what 
issues are going to be discussed, and debated, and decided upon at 
that meeting so that you can take the most accurate minutes.

4. Assertiveness
You need to be assertive enough to follow up with board members to 
ensure they're fulfilling their duties. And particularly assertive enough to 
follow up with board members to ensure that perhaps items that were 
covered at the last meeting have been followed through to the next 
meeting.

5. Ability To Write Objectively Without Bias
Again, minutes are an objective account of decisions made at the 
meeting.

They're not subjective, they're not open to interpretation, or they 
shouldn't be, and they're certainly not based on opinion or bias. They are 
based on facts, a written documentation of what was discussed and 
decided at the meeting. 
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6. Maintaining Concentration & Listening 
Closely To What's Being Said
If you are recording what's happening at that meeting, sometimes it 
can be difficult to really maintain your concentration and focus on 
what's being said. 

But that's your number one job. 

In fact, what happens sometimes is after a lengthy or heated debate 
between board members, you might find one director could turn to you 
and say, "sorry, can you just read that motion back to me?"

So if you're nodding off and snoozing, or you miss something important, 
that's unforgivable. You really need to be focused and concentrating at 
all times in the meeting.

7. Confidence
You need to be confident enough to seek clarification when necessary 
to ensure accurate minutes. I'd like to remind you that minutes are legal. 
And this is a formal documentation representing what was discussed 
and decided at that board meeting. 

So if perhaps you missed something or you're a little unsure about 
language, a number, or dates and times, and who was going to take 
action by when, you really need the confidence to step up, put your 
hand up and say, 

"Sorry, point of clarification. Can I confirm something for..."

 People will respect you for that, and you'll be on your way to having very 
accurate minutes.
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RESPONSIBILITIES OF THE RECORDING 
SECRETARY

● To record key points of discussion.

● To record the motions that are proposed.

● To record what action will be taken.

● To record who will take action.

● To record when  the action will be taken.

Notes:
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The skills of a recording secretary are important, but it's also critical to 
talk about the big-picture responsibilities.

Here are the five key tasks that the recording secretary is responsible for:

1. Attend & Participate In All Director's 
Meetings
The number one responsibility of any recording secretary is to attend 
and participate. 

Not only are they there in person, but they're actively contributing to 
ensure they're keeping track of all the information necessary, particularly 
around discussions and decisions.

2. Keeping Records Of All Proceedings, Actions 
& Chapter Board Meetings
As board recording secretary, your responsibility is not only to record but 
to keep and maintain those records. You are the gatekeeper.

You are the one that everyone will turn to say, "Hey, can I get a copy of 
those?"

Or, when you've got new board members who need to be brought up to 
speed, you'll need to send them a manual in the board orientation 
immediately.

3. Maintain a Board Binder
Board recording secretaries should keep a board binder full of key 
documents in two forms: 

1. Physically, where you are printing out hard copies of minutes.

5 KEY RECORDING SECRETARY 
RESPONSIBILITIES
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3. Maintain a Board Binder (continued)
2. Electronically, whether it's on Google Drive, Dropbox, or any board 
portal you have set up where you are keeping all of these electronic 
documents.

This way, you'll never have to worry about misplacing them. 

This process allows for continuity and easy access for board members 
to get the information they need, when and how they want it. 

4. Following Up With Board Members To 
Ensure They're Fulfilling Their Duties

It’s all about accountability.

Following up with those directors to check in with them and ensure 
they're fulfilling their duties and commitments made at board meetings.

5. Getting The Action Minutes Approved By 
The Board Chair 

It's not the responsibility of the chair to chase the recording secretary 
and say, "Hey, how are those minutes coming along?" It should be the 
opposite.

The recording secretary should have the minutes of board meetings, at 
least a draft set of minutes, prepared within a week of that board 
meeting. 

Why? Many board members look to the minutes to figure out what 
they're supposed to do. 

They're not all taking notes of their own, they're not all putting some 
tasks on their devices, and they often will sit back and wait.

So do your best to pump out those minutes as quickly as possible. Get 
them reviewed and approved by the board chair. That way, you have 
some time in case any changes need to be made before you send 
them out to the rest of the board.
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