ROLE DESCRIPTION

SECRETARY
	Main purpose of the role: Ensuring day to day business of the club is carried out. Notifying relevant persons about meetings and recording minutes of meetings.

	The Secretary
	will be responsible to Chairperson

	And responsible for ensuring that day to day business of the club is carried out.

	Tasks will include: 

Annually – Prepare and notify members of the agenda for the AGM in conjunction with the chairman
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Monthly – Prepare and notify club management committee of the agenda for committee meetings in conjunction with the chairperson. Record and circulate the minutes of the meetings to relevant persons.
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Weekly – Ensure day to day business of the club is carried out. Deal with incoming and outgoing communications to other organisations and individuals. In conjunction with membership secretary to notify club members, by email or in writing, of any developments or information that they need to be aware of.

	Other relevant information 

Liaison within the organisation. – Liaise with club members as necessary. Liaise and act as intermediary between committee and club coach for official business.
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Liaison external. – 
Ensure club is represented at external meetings e.g. local council, NWASA, WASA

	Estimated time commitment 

2-4 hours a week

	Term of the role

1 year

	Out-of-pocket expenses 

Phone, postage, computer paper, files etc

	The post offers the holder the opportunity to:

Develop administrative and organisational skills.

	Special conditions: 




