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ROLE DESCRIPTION - Secretary


Name of Secretary: 	
[bookmark: _GoBack]
Responsible to: Management Committee

Main Duties
· Provide a point of correspondence for the public, British Judo Association and other agencies
· To be the first point of contact for the club and disseminate information as 
· appropriate
· Attend club committee meetings
· Arrange suitable venue for committee meetings and inform committee members
· Take minutes of meetings and circulate to all concerned
· Keeping records, such as annual reports, membership database, minutes of meetings

The Club Secretary is a pivotal role within the club and with the assistance of the club head coach should provide the main points of contact for people within and outside the club on just about every aspect of the club’s activities. 

As the first point of contact for the club, it is helpful if the Secretary is available to take phone calls during the working day.


Signed Secretary:                                                      Date:
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