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Role of Club Secretary


The role of the Secretary is to support the Chair in ensuring the effective running of the committee.  The Secretary also supports the other bodies of the club, the players and all of the other personnel and administrative matters.
 The Secretary’s tasks include  
Duties/Responsibilities

· To prepare meeting agendas in consultation with the Chair

· Registration of all players & cancellation of any player registrations (this includes checking new players eligibility)

· Checking affiliation has been done for league/divisional association

· Handling any player disciplinary matters 

· Being the first point of contact for all enquiries.

· Representing the club at meetings (eg league meetings, local development group meetings).

· Keeping up to date with sports initiatives by compiling and checking a list of useful websites regularly.

· Dealing with correspondence.

· Organising and booking match facilities.

· Maintaining accurate records.

· Supporting the club with funding applications.

· Collecting and analysing information from the members (eg from an end of season feedback form or questionnaire).

· Organising the club’s annual general meeting (AGM) - ensuring agendas and other documentation are circulated in good time for all meetings

· To minute meetings and circulate draft minutes to committee

· To check agreed actions from previous meeting have been carried out

Skills and Qualities Required

· Organisational skills

· Good communication and interpersonal skills

· Impartiality, fairness and the ability to respect confidences

· Ability to work well with the chair

· Experience of committee work and procedures

· Should be equipped with a telephone and a personal computer with email access

· Must be contactable and have access to various methods of communication

Time Commitment

The role of the secretary will require a commitment of 8 hours per week 
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