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Role & Responsibilities:

SECRETARY

The Secretary is the principal administrator for the club.  This is a pivotal role in which the secretary carries out or delegates all of the administrative duties that enables the club and its members to function effectively.

	Responsible to: The Club     Committee through the Chairperson
	Responsible for: The Club Committee


	Main Duties
	Skills Required

	· Being the first point of contact for all enquiries

· Deal with all correspondence

· Organising the Annual General and other meetings

· To carry our or delegate all of the administrative duties thereby enabling the club and its members to function effectively

· Taking and distributing minutes of meetings

· Work alongside the treasurer to see that all affiliation/registration documents are accurate and paid on time

· Deal with transfer requests

· Follow up queries on registration and carry out appropriate action

· To ensure that all members have a copy of the club insurance details and officers contacts etc 

· Represent the club at outside meetings at the direction of the main committee

· Attend county and league meetings (as appropriate)

· Attend the Committee meetings and AGM
	· Confident and Effective communicator

· Great organisation/IT skills

· Ability to delegate duties

· An understanding of the Forward Plan

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial


The Commitment we are looking for
Meetings are held on the first Monday of every month between July and April.  In addition, the AGM is held in May each year.  The term of office is for a minimum of 2 years although the club will allow the holder to resign if they feel they cannot fulfil the role. You will need access to a telephone and a computer, including e-mail and internet access.

What else can we tell you about the role?
This is a demanding, high profile role that has a major impact on the efficient and effective management of the club.  The Secretary has contact with a wide range of people within and outside the club.  Representation of the club at outside meetings provides the opportunity to find out what’s going on at league and county level.

As the first point of contact for the club it is helpful if the Secretary is available to take phone calls during the day but this is not essential.

