Digital Leader – Values Ambassador Secretary
Job Description:
As a Values Ambassador Secretary, you will play an important role in making sure everyone knows what happens in the Values Ambassador meetings. You will take notes or record key points, then use a meeting template to write up clear and organised minutes. Once completed, you will post the minutes online so that all pupils can stay informed.
Your Key Responsibilities:
✅ Take clear and accurate notes during meetings.
✅ Record key points using voice recordings if needed.
✅ Use a meeting template to write up the minutes.
✅ Check spelling and grammar to make sure minutes are easy to read.
✅ Share the final minutes online for all pupils to see.
Meta Skills You Will Develop:
📝 Communication – Writing clear and organised meeting minutes.
🎯 Attention to Detail – Making sure notes are accurate and easy to understand.
📅 Self-Management – Staying organised and meeting deadlines.
🔎 Critical Thinking – Deciding what key information should be included.
📱 Tech Skills – Recording and uploading meeting minutes online.
🤝 Teamwork – Working with Values Ambassadors and Digital Leaders.
This role is perfect for anyone who enjoys writing, organising information, and helping to keep everyone informed! ✍️📢
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