Club Secretary

Responsible to:

The Management Committee (Executive) and Club Members.

Aims & Objectives:

· To support the activities of Perth City Swim Club, and contribute to it’s development.

· To provide administrative support for the Management Committee.

· To ensure effective liaison with key partners.

Duties & Responsibilities:

· To arrange meetings (including booking venue) in line with committee wishes.

· To advise & remind committee members of meetings, giving a minimum of one weeks notice.

· To draw up agenda and circulate to members (as appropriate for the meeting). 

· To prepare minutes of meeting & circulate in line with committee wishes. 

· To receive correspondence on behalf of the club and to respond to all enquiries as appropriate.

· To provide summary of correspondence received between meetings & advise of action taken.

· To be the named contact/representative for receipt of/requests for information – at District and Scottish Level.

· Copy District minutes and circulate as appropriate

· Attend District meeting (normally bi-monthly) with other executives/officers of PCSC and give feedback as appropriate.

· To contribute to the clubs general development.

