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<insert club name> Secretary

Purpose:
To maintain efficient operation of the club, maintain relationships with external stakeholders and ensure that the club complies with the rules that govern the sport and the club’s constitution.  
Duties and responsibilities: 
· Provide open communication between management committees, members, the league, other clubs and the RFL. 
· Ensure registrations forms are completed on time, manage player database, and assist with transfers to and from the club.
· Work with the chair to prepare agendas and reports for meetings. Attend said meetings and keep minutes.
· Maintain club records (financial, competition details) for a minimum of 3 years.
Desirable skills and characteristics: 
· Strong organisational skills, able to effectively keep records and organised schedules.
· Great written and verbal communication skills
· Time management and attention to details
· Moderate IT literacy skills
Benefits:
· Grow connections within the community and contribute to a positive sports environment. 
· Personal satisfaction of playing a vital role in providing access to organised sport to people within your community.
· Develop your organisational and administration skills.

Time commitment:
2-8 hours per week or as requested.  

How to apply?
[image: ]If you are interested in applying for this role, please contact <insert name> on <insert phone number, email or both>
Note: This is a generic template, please edit to suit your club needs
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