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SAMPLE ROLE DESCRIPTION -
SECRETARY

Desirable attributes:

The secretary should:
e Dbe organised.
e have computer skills.
e be a good communicator.
e be able to keep confidential matters confidential.

The more standard duties include (previously public officer):

(1) notify Consumer Affairs of the secretary appointment or a change of the secretary's
details.

(2) notify Consumer Affairs of a change of the association’s registered address by
lodging a change of association details form - no fee is required.

(3) within one month after the annual general meeting, lodge an annual statement and
other required financial documents with the prescribed fee.

3.1 obtain annual income and expenditure statement and assets and liability
statement from treasurer.

(4) apply to Consumer Affairs for approval to alter your rules within 28 days after the
alteration was passed by special resolution. An application for alteration of rules or
purpose must be lodged with the prescribed fee.

More unusual duties that can arise:

(5) apply to the registrar for approval of a name change within one month after
passing a special resolution. An application for change of association name must
be lodged with the prescribed fee.

(6) notify Consumer Affairs of a special resolution in relation to wind up and
distribution of the assets of the association.

Click HERE for forms and details of fees etc.
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Administrative roles include:

¢ maintain committee and club records.

e manage minutes of committee meetings, including either recording the minutes or
ensuring the minutes secretary does so.

e develop meeting agendas in consultation with other committee members and
distribute prior to the meeting.

e be familiar with all current club documents.

e Dbe responsible for ensuring that accurate and sufficient documentation exists to
meet legal requirements.

e enable and authorise people to help with the committee’s business, including
signing a copy of the final approved minutes and ensuring that the signed copy is
maintained.

e ensure that the records of the club are maintained as required by law and made
available when required by authorised persons, including founding documents,
lists of committee members, committee meeting minutes, financial reports and
other official records

e ensure that official records are maintained for club members and committees and
are available when required for reports, elections, referenda, other votes, etc.

e provide an up-to-date copy of the constitution and bylaws at all meetings.

e ensure that proper notification is given of committee and club meetings as
specified in the rules.

e manage the general correspondence of the committee except for such
correspondence assigned to others.

e help and lead the committee in providing systematic communication from the
committee to club members and other relevant stakeholders.

e provide a summary of committee minutes for distribution to all club members via
website and noticeboards.

e the secretary may also be the nominated person to receive and file relevant police
check records or working with children documentation.
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