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	ROLE TITLE: 
	Secretary 

	RESPONSIBLE TO: 
	The Club Executive Committee 


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. Attend East District meetings on behalf of the club

4. Responsible for keeping the records of the club, inc. committee meetings minutes.

5. Maintain an accurate list of all club members contact details for the purpose of registering them with Scottish Hockey and East District.

6. Liaise with match secretaries

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

8. Liaise with committee members to ensure that items to be discussed are on the agenda

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

Chair  …………………………………………………………... 
Date …………………………………………………………………... 
 
 
 

