SARUM ORIENTEERING CLUB
SECRETARY – JOB DESCRIPTION

JOB TITLE:


Secretary

RESPONSIBLE TO:

The Club Committee

SKILLS REQUIRED:

· Administrative skills

· Well organised

· Able to keep records

· Honest

· Prepared to make a regular time commitment

· Flexibility

JOB PURPOSE:

1) Act as a first point of contact between the club and others

2) Act as principal administrative officer for the club

MAIN DUTIES:

1) To deal promptly with all correspondence on the club's behalf.
2) To take minutes of all club committee meetings.
3) To ensure agendas are prepared in partnership with the Chairperson.
4) To maintain records of meetings correspondence.
5) In conjunction with the Committee ensure all members are informed of events and decisions as necessary.
6) To co-ordinate all preparations for the AGM ensuring this is in line with the constitution.
7) To lead specific projects as required.
8)   To write thank you letters for any donations received.
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