Name of Club or Centre

SECRETARY ROLE DESCRIPTION
Purpose: 
The Secretary is the chief administration officer of the Club/Centre. This person provides the coordinating link between Members, the Executive Committee, Netball New Zealand, the Region and outside agencies.

Responsible To: 
The Secretary is directly responsible to the President and members of the Executive Committee.

Responsibilities & Duties
The Secretary is expected to:

· Prepare the agenda for Club/Centre meetings in consultation with the person chairing the meeting;

· Ensure all meeting agenda are distributed to Executive Committee members at least one week prior to scheduled meetings;

· Make arrangements including venue, date, times and hospitality for Club/Centre meetings;

· Take, type and distribute the minutes of meetings;

· Record and maintain records of all Club/Centre meetings;

· Maintain files of legal documents such as constitutions, leases and titles;

· Ensure effective communication between Executive Committee members and Club/Centre members;

· Call for and receive nominations for the Executive Committee and other positions for the Club/Centre AGM;

· Read, reply and file correspondence promptly;

· Maintain IT systems and keep a register of member’s names and addresses, life members and sponsors, and;

· Disseminate via email, website, notice and/or newsletter, any information from within the Club/Centre or outside the Club/Centre, pertinent to all members.

Knowledge & Skills
Ideally the Secretary is someone who:

· Can communicate effectively;

· Is well organised and can delegate tasks;

· Can maintain confidentiality on relevant matters;

· Has a good working knowledge of the constitution, and;

· Has a good knowledge of computer based communication systems.
Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Secretary is _______________ hours per week during the season and _________________ hours out of season.

The Secretary is appointed for a period of 12 months and is elected by members at each AGM.
