Job Description

Secretary

Skating Club

March 30, 2005
The Secretary is responsible for recording the minutes of all meetings of the Club and of keeping a record of all correspondence received by the club as follows:

1. In consultation with the Chair, prepares and distributes agendas for all meetings.

2. Arrange for meeting rooms for meetings.

3. Sends out reminders of meetings one week before.

4. Prepares the minutes, sends out for comments and distributes to all Executive members.

5. Picks up the mail, records all correspondence and invoices received.  Distributes to the appropriate person.

4. Prepares correspondence as required.


5. Update voice-mail message on Club phone on ice-cancelled days.  
 
6. Prepare and distribute notice of Annual General Meeting six weeks in advance and ensure it is advertised.


7. Collect Chair Reports and make up packages for AGM


8. In conjunction with Programs Director help prepare newsletters. Copy newsletters for distribution in print and via e-mail



