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JJoobb  DDeessccrriippttiioonn  
 

Title:   Secretary 

  

Responsible to:

   

Chair 

Responsible for:

  

Committee Meetings 

 

 

Main Duties 

 

• To notify Committee members of the monthly Committee meeting, take the minutes 

of the meeting and circulate them to all Committee members. 

 

• To notify all club members of the Annual General Meeting (AGM), take the minutes of 

the meeting and circulate them to all club members. 

 

• To notify Committee members of the need to organise a disciplinary hearing, take 

minutes of the hearing and circulate them to all involved. 

 
 


