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Job Title: Secretary

Reports: President
Skills Required	
· Well-developed communication skills
· Able to listen and pass on information
· Empathy
· Ability to organise and delegate tasks
· Effective communication skills
· Ability to liaise with external parties
· Report writing skills
Key Roles & Responsibilities
· In the event that you are made Acting President you need to undertake all the roles and responsibilities of the President or roles as required. 
· Oversee and ensure that all sub-committees are responsible and accountable. 
· Compile captaincy candidates for ultimate ratification by the full committee. 
· Where possible should assume the role of Chairman of Selectors or alternatively compile a list of appropriate candidates for ultimate ratification by the full committee. 
· Encourage and ensure that the captains undertake their roles appropriately and successfully. 
· Act as a players advocate providing an avenue for players to air concerns in a confidential manner. 
· To be a leader at the club but not to control. Engage new members, volunteers and parents to get involved in the club.
Time
5-6 hours a fornight
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