
TE AKATOKI ROLE DESCRIPTION 

FOR 

KAITUHITUHI/SECRETARY 

 

Responsible to: 

- Tumuaki 

- Te Akatoki Management Executive 

- Te Akatoki Student Executive 

- Te Akatoki Membership 

Duties: 

1.  All activities of the Kaituhituhi must be delegated, approved or sighted by the Tumuaki. 

 

2.  Oversee the general running of the administrative duties for Te Akatoki which include: 

- General filing and storage of information.  

- Maintain adequate stationery and resource supplies  

- General maintenance of office equipment. 

- Contact lists are kept up to date. 

- Maintain the inward/outward Mail Register. 

- Receive, record and distribute inward and outward correspondence. 

- Maintain a Te Akatoki Database. 

 

3. Carry out all duties pertaining to and as directed by the Tumuaki or the Management 

Executive. 

 

4. Present a Kaituhituhi report at the AGM. 

 

5. Carry out all duties pertaining to Te Akatoki Hui (See Meeting Procedures). 

 

Meeting procedures for Te Kaituhituhi 

General Meetings: 

1. Issue notices of meetings and ensure that notices are informed through the appropriate 

student media and affixed to the appropriate notice boards. 

 

2. Display a copy of the Meeting Agenda on the Whare Notice Board. 

 

3. Receive and table all members attending meetings. 

 

4. Receive and table all apologies at meetings. 



 

5. Receive and table inward and outward correspondence. 

 

6. Keep accurate minutes of all Te Akatoki meetings. 

 

7. Ensure adequate copies of minutes and financial reports are available at meetings for 

discussion and inspection by members present. 

 

8. Ensure all outward correspondence has been sighted and approved by the Tumuaki before 

distribution. 

 

Annual General Meeting: 

1. Issue notice of pending Annual General Meeting (AGM) stating the time and placed of the 

meeting no less than fourteen (14) days prior to the AGM. 

 

2. Ensure copies of the following are available prior to the AGM: 

 

- Minutes to be circulated at the AGM. 

- Financial Accounts to be presented at the AGM. 

- Auditors Report and Audited Accounts to be presented at the AGM. 

- Tumuaki and Executive Reports (if written). 

 

3. Receive written nominations for positions on the Te Akatoki Executive Boards ensuring that 

the following procedures have been adhered to: 

- Name and statement of acceptance by the candidate. 

- Name and statement of submission by the person nomination the candidate. 

 

4. Receive submissions for the Alteration(s) to the constitution of Te Akatoki. 

 

5. Ensure that the venue for the AGM is booked and adequately resourced. 

 

 


