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__________________________________________________________________________________

ROLE INFO

	Role title:
	Secretary

	Salary:
	Voluntary 

	Full/Part Time:
	Part-time, one year 

	Eligibility:
	Open to current University of Essex students who aren’t in their final year of study yet.




SECRETARY
[bookmark: _Hlk188367671]The Secretary helps keep the sports club organised and running smoothly. They support the Committee by managing communication, keeping records, and making sure important information is shared with members.

What you’ll do:
Responsibilities include, but are not limited to:
· Managing club messages and acting as one of the main points of contact.
· Taking minutes at Committee meetings and sharing them with the Committee.
· Helping organise Committee meetings by preparing agendas and documents.
· Keeping important club documents up to date.
· Sharing key updates and information with sports club members.
· Supporting other Committee members with admin tasks when needed.
· Supporting with the club standards and sports awards application process. 
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