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General duties
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The Secretary is directly responsible to the President, the 
club committee and the members of Phoenix Basketball 
Club.

The Secretary reports to the President of the Club.

Make arrangements for club meetings including 
venue, date, times and hospitality

Send adequate notice of the meetings to the 
committee members

Prepare the agenda for the meetings in consultation 
with the committee and president

Call for agenda items from the committee

Send notification, together with Agenda, of the 
scheduled committee meetings at least one week prior 
to the meeting

Attend monthly meetings. Record attendance and 
apologies. Keep accurate minutes of meetings and 
type them up as soon as possible after the meeting. 
Distribute to all committee members no later than two 
weeks after the meeting has concluded

Clear mailbox regularly. Read, and distribute to 
committee members and file correspondence

Keep records of all inward and outward 
correspondence
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Knowledge and skills required
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Maintain files of legal documents such as 
constitutions, leases and audits

Communicate information on behalf of the club and 
members, such as important dates, events etc

Act as a signatory for official club banking

Liaise with the president and other committee 
members when required

Other tasks: respond to general duties as directed by 
the committee

Once a year call for and receive nominations for 
committee members and other positions for the AGM

Collect and collate reports from committee members, 
on registrations, financial reports

Collate and arrange for the printing of the annual 
report

Can communicate effectively

Is well organised and can delegate tasks

Can maintain confidentiality on relevant matters

Has a good working knowledge of the constitution 
and bylaws

ttendance 
at a minimum of two in every three meetings is required 
or the position of Secretary will be deemed vacant and 
available to be filled by someone else.

Unless there are extenuating circumstances, a

The Secretary is the Chief 
Administration Officer of 
Phoenix Basketball Club. The 
role provides the coordinating 
link between members, the 
committee and outside 
agencies.

Have fun!
Thank you for volunteering your time to help our kids.
If there are any issues, please don't hesitate to contact any
of the Committee members, who will be able to help you.

... and
don’t   
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