Basingstoke and Mid-Hants Athletic Club

Committee Posts

Role Profile

Committee role – Honorary Secretary

Main duties

· Be the first point of contact for all enquiries. E.g.Check the club PO box and monitor the general secretary’s email account 
· Representing the club at meetings when necessary (e.g. local sports council)
· Dealing with correspondence. e.g. from local council & insurance.

· Organising and attending all executive committee meetings.

· Affiliating the club to the sports governing bodies, and being the point of contact for the governing bodies (emails and mail)
· Ensure that club data held on NGB database is updated.

· Booking 1st Aid for home fixtures.

· Compiling the club Track and Field fixtures list. (Dates obtained from the various club sections.
· Organising the club’s annual general meeting (AGM).

· Maintain a record of the club rules.

· Maintain a record of club office holders, officers and post holders and their contact details.
· Maintain contact with the members of the committee that do not hold a committee vote (as described in club rules) i.e. Public Relations Officer, Club Welfare Officer, Supplies Officer, Sponsorship Secretary, Officials Coordinator, Refreshments Coordinator,  Website Manager. 

Other duties may involve.

· Active participation in various sub-committees where required.

· Work with the Executive committee in submission of funding applications.
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