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	ROLE TITLE: 
	Secretary

	RESPONSIBLE TO: 
	The Club Management Committee 

	SKILLS REQUIRED: 
	· Well organised 

· Able to keep records
· Good communication skills 

· Honest 

· Prepared to make a regular time commitment 


MAIN DUTIES:
1. Responsible for all club correspondence – Men’s section, ladies section and junior section

2. Distribute information to the appropriate club contact

3. Maintain an accurate database of all club members contact details

4. Liaise with match secretaries

5. Take minutes for committee meetings and feed back to club members

6. Liaise with committee members to ensure that items to be discussed are on the agenda
7. Liaise with Scottish Hockey and the District. Ensure registration is up to date. 

8. Initial club point of contact for external enquiries 
TIME COMMITMENT:
……………………………………………………………………………………… 

SIGNATURES:
Secretary ……………………………………………………………... 
Date …………………………………………………………………... 
President ……………………………………………..…………
Date …………………………………………………………………... 

