CLUB SECRETARY

Purpose of Post

To act as focal point for all communication within and outside of the Club

To maintain adequate records of communications, contracts, volunteer qualifications and Club activities

To ensure that all communication received is brought to the attention of the relevant member of Committee or whole committee as appropriate

To deputise for the Chairman in their absence

Principle Responsibilities

Receive correspondence, log, and reply in timely manner

To ensure that papers and minutes for Committee meetings, Annual and Extraordinary General meetings are distributed and retained in accordance with the Club Constitution

To report correspondence of interest to the Club Committee at meetings

To arrange times and venues of Club Committee or other similar meetings

To manage booking of pools or other venues for training

To report any Executive actions taken since previous Committee meeting to Committee

Along with the Club Chairman oversee the implementation of Swim 21

Decision Making Authority

Along with Club Chairman and Treasurer form C Executive, any two of whom may initiate immediate action without approval to the full Committee

Contact with Others

Local Authorities incl. Pool Managers, schools etc.

County, District, Regional, National ASA

Other swimming clubs

Committee members

Volunteers and employed Head Coach

Trade Unions and other Professional Associations

Sports Governing/Training Bodies

Most Challenging and / or Difficult Parts of the Post

The management and maintenance of correspondence files, ensuring timely progress of

communication

The development of the Club’s infrastructure

Building effective relationships with parents, carers and swimmers

