Tameside Netball Club.
Affiliated to the All England Netball Association.
				Club chairperson - Teresa Monaghan Tel: 07939347190
                    		Secretary: Fiona Rose: Tel:07971458348   email: fiona.rose@tiscali.co.uk
                                                                            www.tamesidenetballclub.co.uk


CLUB SECRETARY
The Role of the Secretary
The Secretary needs to be a practical person who will pay attention to detail and likes to get things done. The Secretary will need to work closely with the Chairperson, and also with other committee members. The Secretary is an official member of the Committee and has the right to vote.
The Secretary usually has a number of responsibilities which include organising and following up meetings of the committee, looking after the overall administration of Tameside Netball Club, dealing with correspondence, contacting other members to follow-up tasks needing to be done. 
The Secretary shall:-

1.	Liaise with the Chairperson on the Agenda and Minutes for each Meeting before they are circulated.

2.	Liaise with the Chairperson as and when appropriate.

3.	ANNUAL GENERAL MEETING

Send a letter to all club members requesting that any proposed alteration to the Constitution or Byelaws that any 
	Member wishes to make at the Annual General Meeting of that year, must be sent to the Secretary twenty eight days
	 before the Meeting.
b.	Prepare the Annual Report to be submitted to the Members at the Annual General Meeting.

    Circulate any relevant information received from the League / County / Regional Association or England Netball to 
	Members of the Committee where necessary.  

    Distribute the Club Handbook or other relevant information to Committee members and other appropriate people.

    Distribute any other relevant information to Committee Members and appropriate people.

7.	Keep the Club’s Terms of Reference up to date.

8.	If unable to attend any Meeting, arrange for correspondence to be sent to the Meeting.

9.		Ensure the Club adheres to the England Netball Duty of Care Guidelines.


Secretary							Club Representative

Sign………………………….. 					Sign…………………………..		

Print……………………………					Print……………………………

Date……………………………						Date……………………………	

Position………………………					Position………………………
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