
 

 

LFA Secretary  
 

- Book meeting times and 
locations 
 

- Send out agenda and reminders for meetings. 

- Take minutes at meetings and send them out to the board. 

- Ensure that our annual Society filings are completed.  

- Make sure all agendas and minutes are uploaded to LFA 
Dropbox folder. 
 

- 3 hours per month. 

 

 


