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Volunteer job description
	Volunteer Job Title

	Secretary

	Name, address and telephone number of Club /Organisation


	

	Name of volunteer contact:


	

	Type of Volunteering:
	To act as Secretary to the Club Committee

	Main Purpose of Volunteering:
	To act as a first point of call for those looking to join or seeking information about the club
Deal with all club membership

Ensure club affiliation

Deal with outgoing and incoming correspondence

Keep club records accurate and up to date

Liaise with Chairman to arrange meetings

Prepare agenda and take minutes of committee meetings

Circulate any relevant information from ECB and CCB to members 

	Responsible to:


	The Committee

	Competencies / Experience required:
	Good management skills
Confident and effective communicator

Very good administration skills

Excellent organisational skills

IT literate

	Qualifications needed:

	None

	Commitment required:


	Six 2 hour meetings a year plus dealing with correspondence received

	Support/Training received:


	Yes, if and when appropriate

	Is this Volunteer Opportunity open to disabled persons?
	Yes
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