	Club Secretary

	Location
	Insert location i.e. club, Service Area

	Overall Purpose
	To ensure the efficient management, co-ordination, communication, and smooth running of all administrative tasks undertaken by the Club.

	Key responsibilities
	· Provide a communication link between members, committee and outside agencies.
· Ensure that all correspondence is dealt with effectively and promptly
· Represent the Club as necessary at meetings and functions

· Communicate all matters of importance from the NGB, Regions, Service Areas, Leagues etc to the relevant people and all members where appropriate.

· To provide a link between all sections of the Club
· To maintain confidentiality on relevant and delicate matters

· To have a good working knowledge of meeting procedures

· To be aware of the future directions and plans of Club members and to co-ordinate the Club’s strategic planning initiatives
· Support and assist the Club Co-ordinators and other office bearers with their responsibilities

· Support and encourage all Club members to respect and support the Codes of Conduct for all sections
· Have a good understanding of the Club Constitution, Club rules and regulations and the responsibilities of all office bearers

	Suggested activities
	· Provide regular updates on activities to all sections of the Club
· Clear the mailbox on a regular basis and before committee meetings, forwarding correspondence to the relevant people, so that it can be dealt with at meetings
· Record all inward and outward correspondence and acknowledge where necessary

· Clarify all items of correspondence that require discussion and identify main points for discussions at meetings
· File copies of all correspondence and retain for 3 years minimum
· Produce agendas for meetings, in consultation with the relevant parties

	Key results
	· All officers of the Club are up-to-date with relevant information
· All correspondence is dealt with promptly

· Correspondence is passed to the relevant people

· Members have an awareness of all sections of the Club and their activities

	Commitment Required
	10 hours per week

	Benefits to self
	· Knowledge of how a Club runs
· Increased social interaction

· Practical experience in general administration

	Benefits to club and your local area
	· A well run club!
· Increased knowledge amongst the officers and members

· Increased membership

	Support/Training
	Training is provided on the job and through courses applicable to the role. Support is from the SA co-ordinator and Regional Development Manager.

	Qualifications/skills
	A good knowledge of Rugby League is essential and basic administration skills would be of benefit. The candidate will be CRB checked for this post.

	Details of Volunteer contact
	The Club Chairman


Is this Volunteering Opportunity open to disabled persons? 
Yes  FORMCHECKBOX 
 

No  FORMCHECKBOX 


