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Volunteer ROLE Description


	Job title:
	Club Committee Member – Secretary

	Job Summary:
	To ensure the clubs administration duties are fulfilled and to organise and attend the clubs committee meetings as well as other club meetings.

The Club Secretary would be a key contact for most of the clubs’ external correspondence.



	Roles:

	· Being the first point of contact for club enquiries
· Organising and attending key meetings (including Annual General Meetings)
· Taking and distributing minutes
· Delegating tasks to club members
· Dealing with all correspondence
· Liaising with National Governing Body GBWR to ensure clubs affiliation status is either achieved or maintained
· Where necessary ensuring insurance is up to date and relevant



	[bookmark: _Hlk12016267]Notes:

	•	The above tasks may be subject to change depending on the club needs
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