MILNGAVIE & BEARSDEN AMATEUR SWIMMING CLUB
Secretary Job Description

Meetings:

· Arrange venue for monthly Committee Meetings
· Take and distribute Minutes of Meetings
· Place shortened Minutes on Website
· Arrange AGM in September;
· Do Agenda/Minutes


· Book Venue
· Invite Honorary Members
· Coordinate Meeting.
· Update Club Constitution when necessary.
Distribution:
· Distribute SASA information as required
· Distribute WD Minutes of Meetings.
· Provide signed Club Record Certificates for distribution at Ceilidh
· Keep various forms (eg accident/complaint) on file.
Contact Lists:
· Update and circulate Committee contact lists.
· Inform CPO of new members onto Committee.
Correspondence:
· Deal with Club Insurance (Perkins Slade)
· Ensure payments made to Cairns Church for use of rooms.
