Secretary

The Club Secretary is responsible for the efficient management, coordination, communication and smooth running of all administrative tasks undertaken by the Club.

The Secretary is a key office bearer and is the focus of all communication and activities that involve the Club Committee, sub-committees, officials and all members of the Club.  In addition, proper record keeping and the handling of the Club correspondence ensure the existence of a track record of Club operations and the associated decision making processes. 

Club Secretaries must have a sound knowledge of sport in general and Rugby League in particular, together with some background on local issues and meetings procedures.

Suggested Duties

1. Provide a communication link between members, committee and outside agencies.

2. Ensure proper handling of all correspondence and record keeping.

3. Clear the mailbox regularly and before committee meetings so the correspondence can be distributed and dealt with at meetings.

4. Record all inward and outward correspondence and acknowledge where necessary.

5. Present lists and clarify all items of correspondence at committee meetings that requires discussion and identify all main points.

6. File copies of all correspondence and retain for at least three (3) years.

7. Represent the Club at all General Committee Meetings.

8. Communicate all matters of importance from the State, District or Junior League, General Committee Meetings and other places and organisations to Club members.

9. Be the link between the Junior League and the Club generally on all levels.

10. Maintain a sound knowledge of Junior League Rules and Regulations, memorandums and minutes from Board and other meetings.

11. Maintain confidentiality on relevant and delicate matters.

12. Have a good working knowledge of meeting procedures.

13. Have a good understanding of the Club constitution, Club rules and regulations and responsibilities of all office bearers.

14. Be aware of the future directions and plans of Club members.

15. Liaise with and assist the Junior League Executive Officer in regard to various training and education processes of Club personnel.

16. Co‑operate with and assist the Club Coordinators and other office bearers with their responsibilities.

17. Be the coordinator for the Club's strategic planning initiatives.

18. Support and encourage all Club members to respect and support the Club and Junior League Codes of Conduct.

