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    Patient Participation Group (PPG)
PPG Member: Secretary Role Description
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PPG Secretary's Duties & Responsibilities:                                                                                                                                                                
· To take draft notes at PPG meetings that captures the general discussions as well as actions for the Action Tracker
· To model these notes on the existing template/agenda ensuring there is a clear audit trail of what was discussed under each heading.
· To share these typed notes with the Chair within a week of the meeting taking place     
                                                                                                                                        
   Skills & Attributes of the PPG Secretary:
· Attention to detail 
· Capacity to turn notes around in a short time-frame
· Able to attend all (or most) scheduled meetings
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