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Minute Taker

Salary: £13.50–£25.00 per hour (depending on experience)
Hours: Approximately 4 hours every two months for Board meetings, plus additional ad hoc meetings and associated minute preparation as required.
Responsible to: Chief Executive Officer
Location: Futures House, The Moakes, Marsh Farm, Luton, LU3 3QB

About the Role
Marsh Farm Futures is seeking an organised, professional and detail-oriented Minute Taker to support our Board and other organisational meetings. This is an excellent opportunity for someone with previous experience of formal minute taking who can produce clear, accurate and concise records of discussions, decisions and agreed actions.
The successful candidate will have excellent listening and written communication skills, a high level of accuracy, and the ability to work independently while maintaining complete confidentiality.
Key Responsibilities
· Prepare for meetings by reviewing agendas, previous minutes and any supporting papers.
· Liaise with the Chair or meeting organiser, where required, to confirm meeting arrangements and agenda items.
· Attend Board and other meetings to accurately record discussions, decisions and action points.
· Produce clear, concise and professionally presented minutes using the organisation's agreed template.
· Ensure responsibilities, ownership of actions and deadlines are accurately recorded.
· Proofread and edit minutes to ensure accuracy, consistency and professional presentation.
· Submit draft minutes within agreed timescales and make any amendments following approval.
· Handle confidential and sensitive information with the highest level of discretion at all times.





	Essential/
Desirable
	Criteria

	E
	Previous experience of formal minute taking, ideally for Board, Committee or governance meetings.

	E
	Excellent written and spoken English, with outstanding grammar, spelling and punctuation.

	E
	Strong active listening skills and the ability to accurately capture and summarise complex discussions.

	E
	Excellent typing and keyboard skills.

	E
	Good working knowledge of Microsoft Office applications.

	E
	Excellent organisational and time management skills.

	E
	Ability to work accurately under pressure and meet agreed deadlines.

	E
	Strong attention to detail and commitment to producing high-quality work.

	E
	Ability to work independently, using initiative where appropriate.

	E
	Ability to maintain strict confidentiality and handle sensitive information appropriately.

	E
	Confidence to seek clarification during meetings where necessary to ensure accurate recording.

	E
	Ability to work positively and collaboratively with colleagues and Board members.

	E
	Willingness to attend meetings during the day or early evening, as required.

	E
	Commitment to working in accordance with the organisation's policies, e.g. Equality, Diversity and Inclusion and Health and Safety.

	E
	Previous experience of formal minute taking, ideally for Board, Committee or governance meetings.

	D
	Experience working within the voluntary, charity or community sector.


	D
	Ability to travel independently to meeting venues


Person Specification






How to Apply
To apply, please email your CV to Recruitment@marshfarmfutures.co.uk.
We welcome applications from candidates with a commitment to accuracy, professionalism and supporting effective governance through high-quality minute-taking, as well as those who have demonstrable understanding of Marsh Farm and the challenges faced by the local community and these in the surrounding areas.
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