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Secretary
The Secretary is the chief administration officer. This person provides the coordinating link between members, the Board or Management Committee and outside agencies.
Responsible to the Secretary is directly responsible to the President and the members of the organisation
Responsibilities and duties
· Adhere to the mission, vision, and values of the organisation
· Consult with the President in preparing the agenda for organisation meetings
· Organise meetings, including venue, date, times and catering
· Send adequate notice of the meetings to attendees
· Collect and collate reports from office bearers
· Call for and receive nominations for the Board/Committee and other key positions within the organisation
· Organise the Annual General meeting (AGM)
· Take, write up, and promptly distribute minutes for each meeting
· Read, reply and file correspondence promptly
· Collate and arrange for the printing of the annual report
· Maintain registers of members’ names and addresses, life members and sponsors
· Maintain files of legal documents such as constitutions, leases and titles
· Act as the public officer of organisation liaising with members of the public, affiliated bodies and government agencies.
· Enter teams in competitions; represent the organisation at State Association meetings; communicate information between the organisation and its members.
Knowledge and skills required
· Well-organised
· Able to delegate
· Effective communicator
· Confidentiality
· Knowledge of the organisations rules/constitution, by-laws and policies.
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