(INSERT CLUB NAME)
JOB DESCRIPTION – NETBALL COMMITTEE SECRETARY

The Netball Committee Secretary is the chief administration officer of the Netball Committee of the (insert club name).  This person provides the coordinating link between Netball Committee and the (insert club name) Committee and the Club members. 

Responsible To:
The Netball Committee President/Chairperson is elected by the (insert club name) members. The Secretary is directly responsible to the Netball Committee President/Chairperson, the Club Committee and the members of (insert club name). 
Responsibilities and Duties 

· Prepare the agenda for Netball Committee meetings in consultation with the Netball Committee President/Chairperson and distribute to all Netball Executive, Committee and Club Committee. 
· Send adequate notice of the meetings to all Netball Committee members.

· Liaise with Club League Delegate regarding distribution of information from League.

· Word-processing of notes, forms, newsletter etc. as required for all netball coaches, Executive & Committee.
· Keep accurate minutes of meetings and distribute to all Netball Committee members and Club Committee prior to the next meeting.

· Keep records of all inward and outward correspondence and distribute to appropriate Committee members.

· Maintain registers of Committee members’, players, umpires, coaches and sponsors names and addresses.

· Communicate information between Club and members, such as important dates, events etc.

· Liaise with the Netball President/Chairperson and other committee members when required.

Knowledge and Skills Required 

· Can communicate effectively.

· Is well organised and can delegate tasks. 

· Has a good working knowledge of the Club’s constitution and Warrnambool & District Football Netball League Constitution and Netball By-Laws.

· Is a supportive leader for all Club members. 

· Can maintain confidentiality on relevant matters.

· Computer literacy.

