Position Description — Secretary

Last updated October 2021
Job Title: Secretary Reports To: Executive Committee

Key Skills & Abilities:

o Well-developed communication skills.

e Excellent organisation skills.

e Ability to delegate tasks.

e Ability to liaise with external parties.

e Computer literate with good Report-writing skills.

Responsibilities & Duties:

e Acts as the public officer for the organisation.

e Coordinates meetings for the organisation and collate agendas for those meetings.

e Provide oversight and guidance to the Executive on the matters of the Constitution, conduct
of meetings and amendments to By-Laws

e Maintain a register of member’s names, addresses etc.

e Record and distribute the minutes of all meetings by e-mail fourteen (14) days prior to the
following meeting.

e Be responsible for correspondence and issue notices and disseminating the clubs
information and knowledge as required.

e Keep records of all inward and outward correspondence.

e Be the telephone and email contact for all enquires.

e Maintain files of legal documents such as constitutions, bylaws, leases and titles.

e Enter teams in their relevant competitions.

e Book venues for training and match day competitions.
e Ensure all players are registered and cleared to play in their nominated teams.
e Co-ordinate all player and coach clearances and transfers.

e Attend external representation on Netball NSW affiliated and other identified committees as
required.

Time Required: Up to 20 hours per week
Other Requirements of the Role

U Induction Training

O Police Check

L Working with Children check
L Other Training As Identified



