
 

SECRETARY 

POSITION DESCRIPTION 2023 

1. Prepare Commi8ee mee9ng agendas in conjunc9on with President and to 

assemble mee9ng material for circula9on to members prior to Commi8ee 

Mee9ngs. 

2. Deal with Club correspondence.  

3. A8end Commi8ee mee9ngs held on the first Monday of each month during 

the season. 

4. Arrange and authorise payment of Club insurances. 

5. In conjunc9on with Director Events to arrange for renewal and payment for 

liquor licenses for Bar & Green Shed and Sunday games as appropriate. 

6. In conjunc9on with the President to be responsible for dealing with League 

direc9ves. 

7. Deal with general enquiries. 

8. To be available to perform the du9es of a member of the Commi8ee 

Execu9ve to assist with administra9ve decisions between Commi8ee 

mee9ngs in par9cular.  

9. To assist to establish and fill a posi9on Promo9ons Co-ordinator and to be 

responsible for the maintenance and promo9on od the Club’s Business 

Directory. 

10.Maintain Club Honour Boards. 

11.Prepare and circulate AGM no9ce and Agenda..


