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Minute Taker Required

Marsh Farm Futures is looking for an experienced Minute Taker to support our Board and other organisational meetings.

Location: Futures House, Marsh Farm, Luton
Pay: £13.50–£25.00 per hour (depending on experience)
Hours: Approximately 4 hours every two months for Board meetings, plus occasional ad hoc meetings.

We're looking for someone with:
· Experience taking formal meeting minutes.
· Excellent listening, typing and written English skills.
· Strong attention to detail.
· The ability to work confidentially and professionally.

This flexible role is ideal for someone looking for occasional work with a local charity making a difference in the community.

To apply, please send your CV to:
Recruitment@marshfarmfutures.co.uk
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