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ROLE DESCRIPTION
CLUB SECRETARY

	Main Purpose Of This Role: To act as principle administrative officer for the club, and to act as first point of contact for general correspondence

	Who will I work with?
	Main Club Committee

	What will I do?
	· Principal club administrator

· The main point of contact for people inside and outside the club

· Attend league meetings

· Affiliate the club to England Netball

· Affiliate the club/players to local league

· Deal with correspondence

· Organise the club Annual General Meeting

· Organise/book match facilities
· Represent the club at external meetings when required

	How much time will I need to give?
	Approximately 8 hours per month.  

	What do I need to do this role?
	· Good organisational skills

· Good administrative skills

· Available to receive phone calls during the day

· Able to use and regular access to modern technology (email/word processor/spreadsheet, database etc)

· Good all round communication skills

	What are the benefits and how will you support me?
	· Satisfaction of making a vital difference in your club

· Learning new skills and developing your ability to carry out IT and administration tasks. 

· Platform for future volunteering/employment opportunities

· The enjoyment of meeting new people as part of a team


Secretary.dot V1 1/3/2012

