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NORTHVALE SOFTBALL CLUB

POSITION DESCRIPTION – SECRETARY
The key responsibilities of the Secretary are to understand the club rules, policies and procedures, legal and compliance obligations, and ensure the club is run according to these core requirements at all times.    
The Secretary is also the club officer responsible for managing, collecting, reviewing and disseminating the club’s information and knowledge created and used during the year and previous years.  
RESPONSIBILITIES 
The Secretary is responsible for the administrative tasks of the club including:  
GOVERNANCE 
· Reports to the President

· Part of the Executive Committee

LEGISLATIVE RESPONSIBLITIES 
· Notifying the relevant government body of their appointment   

· Lodging on behalf of the club all reports and notices  

· Updating MyCAV

· Ensure all committee members have a current Working With Children Check (WWCC) and update Revsport register and Waverley register

· Ensure all committee members sign the Confidentiality agreement and tore securely

MEETINGS, COMMUNICATION AND KEY RELATIONSHIPS 
MEETINGS 
· In conjunction with the President, schedule all committee meetings and AGM  

· Take the meeting minutes of each meeting and AGM  

· Prepare and circulate the notice convening the AGM, ensuring all members are invited  

· Attend Waverley President’s & Secretary’s (P&S) meetings

COMMUNICATION
· Monitor emails and handle all general club correspondence  

· Redirect emails to relevant subcommittees

· Oversee subcommittees and report back to Executive Committee

KNOWLEDGE MANAGEMENT 
· Maintain a register of the latest version of all club documentation  

· Maintain a register of all marketing materials used throughout the season  

· Liaise with the Website manager to ensure all relevant documentation is available on the club’s website  

· Coordinate the induction training for the incoming committee, sub committees, coaches and volunteers  

· Ensure that all volunteers update their position descriptions and any operating manuals, policies and procedures and provide the secretary with the updated version prior to the Annual General Meeting
· Notify members of AGM or special meetings
· Collate and print AGM and Presentation documents
ESSENTIAL SKILLS AND REQUIREMENTS
· Well organised  

· Ability to liaise with all committee members  

· Excellent computer skills  

· Ability to take minutes at meetings and disseminate in a timely manner  

· Ability to work in a logical and orderly manner  

· Honest and trustworthy  

· Hold or be willing to apply for a current Working With Children Check. 
· Has a good working knowledge of the rules of the club and the duties of all office holders and subcommittees 
CODE OF CONDUCT 
The Secretary agrees to: 
· Sign the confidentiality agreement

· Keep their comments to matters before the committee

· Attend meetings and be punctual

· Undertake review of documents prior to meetings, within timeframes requested

· Act in the best interests of the Club, and not bring the Club into disrepute

· Exercise appropriate care and diligence

· Not make false statements or falsify records

· Not make offensive statements or comments or behave improperly

· Ensure as the Chairperson that all opinions are heard equally and respectful

· Declare any potential conflicts of interest and stand aside from discussions and voting on such matters deemed to be a conflict of interest 

· Keep all matters in confidence and not disclose any matters of sensitive business to the general public or other associates of the Club 

CONFLICT OF INTEREST
· If at any stage the Secretary becomes aware of a personal conflict of interest, real or perceived, they should immediately notify the Club Committee, where it will be noted and managed as required for transparent management. 
END OF YEAR HAND OVER
UPDATING OF DOCUMENTS 
· At the end of each year the Secretary will review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated position description must be provided for the Annual General Meeting each year. 
INDUCTION OF THE INCOMING PRESIDENT 
· An important responsibility of the outgoing Secretary is to train, mentor and support the incoming Secretary. 
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