POSITION DESCRIPTION – SECRETARY
1.
Statutory Reporting

●
Act as the Registered Public Officer of the Club
●
Provide home address and phone numbers details as Public Officer and ensure information provided is up to date
●
Prepare the Annual report to Consumer Affairs Victoria - providing copy of annual accounts and payment within the required timeframe of appropriate fee (in consultation with Treasurer)

2.
MENA
●
Attend President/Secretary meeting at MENA once per season

●
Attend MENA Annual General Meeting

●
In conjunction with the President, be the main contact for the Club

●
Provide MENA with any documentation / support / information as required

3.
Club Business
●
Record minutes at Committee Meetings – typing and distributing to committee members.
●
Receive and record correspondence on behalf of the club and present at committee meetings.  Where necessary reply to correspondence on behalf of the Club (in consultation with the Committee)
●
Co-ordination of mail outs to members (for winter & spring registrations and notices of presentation/AGM days)
●
Be the first point of contact listed in the Maroondah Council community sports directory.  Take phone calls from potential new members and pass on to Registrar.

●
Liaise with local councils and community groups regarding sports funding, future recreational planning issues and development of local sporting organisations.   Response to local government surveys on behalf of the Club. 
●
Act as a cheque signatory for the Club and assist in reviewing all items of expenditure (in consultation with the Treasurer & President)

●
Act as the Minute Secretary at the Annual General Meeting

●
Distribute all relevant material to all members of the club where required. (Involving typing notices and flyers, emailing, photocopying and distribution of documentation).  
●
Participate in the Executive (in conjunction with the President & Treasurer ) in relation to legal matters.
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