Secretary

Role: Focal point for day-to-day administrative tasks

Job Tasks:

· Point of contact for external parties and the members of the club

· Ensures a timetable of committee meetings is in place

· Ensures the preparation of the committee meeting agenda

· Follows up on action items from committee meetings

· Distribution of all information from state federations to the appropriate personnel

· Oversee the availability and rostering of grounds 

· Work with the club registrar to ensure player registration is conducted efficiently and successfully

· Ensure all club paperwork: insurance, registration of teams is completed.

· Act as bank signatory and official office bearer

· Ensure all stationary and office bearing equipment is available

· Work with the president to ensure game-day activities such as canteen, ground rostering, safety equipment and security officers are operational and in place.

· Work with Federation to ensure fixturing and referee allocation meets clubs needs and ground availability.
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