Sophie Mason | Minute Taker
a: Nottingham   e: s.mason@example.com
t: 07700 900937
Profile
1. Minute taker with five years in housing committee support, following four years in business administration. Produce clear records of discussions, decisions and actions.
Experienced in board, resident-panel and contractor meetings, with careful document control and a calm approach to confidential discussions.
Work history
Minute Taker / Committee Support
Trent Vale Housing, Nottingham | February 2021 – Present
Support six to eight meetings monthly, preparing agendas, collating papers and confirming attendance with chairs and presenters.
Draft concise minutes covering key discussion, decisions, action owners and deadlines; clarify queries with the chair before circulation.
Delivered 46 of 48 draft records within the agreed three-working-day target during January–June 2026.
Maintain action logs, request progress updates and prepare outstanding items for the next meeting.
Revised the action template with committee chairs; entries missing an owner fell from 12 to two over four meeting cycles.
Manage restricted SharePoint folders, version histories and approved circulation lists for meeting papers and records.
Arrange Teams and in-person meetings, support attendees and coordinate cover with two administrative colleagues.
Business Administrator
Cedar Training Services, Nottingham | September 2016 – January 2021
Supported programme managers and developed responsibility for recording monthly operational meetings.
Booked meetings and gathered agenda items and supporting papers.
Captured decisions and actions for manager review.
Maintained learner records and handled routine enquiries.
Prepared Word documents and Excel attendance reports.
Tracked meeting amendments and filed approved records.
Completed a work-based business administration diploma in 2018.
Qualifications
Level 3 Diploma in Business Administration
City & Guilds | 2018
Eight GCSEs at A*–C, including English and Maths
Nottingham | 2016
Skills
Accurate summaries of complex discussions and agreed outcomes.
Word: styles, document templates, Track Changes and proofreading.
Outlook and Teams: meeting schedules, invitations and access arrangements.
SharePoint: controlled document storage and version management.
Excel: action logs, deadline tracking and simple workload reporting.
Typing: 70 wpm at 98% accuracy, employer assessment, March 2026.
Professional communication with chairs, residents and contractors.
Confidential records and information governance; internal refresher, 2025.
Minute-taking development workshop; internal training, 2022.
Hobbies and interests
Enjoy swimming, reading crime fiction and visiting the theatre.© FreeCVDownload.com.
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