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POSITION DESCRIPTION 
	Position Title
	Secretary

	
	

	Term
	Usually elected by Annual General Meeting, and holds position until next Annual General Meeting.

	
	

	Primary Objective
	To ensure that all stakeholders receive timely, accurate and useful information regarding the activities of the Club.  Responsible for all general enquiries, official documents and related activities of the Club

	
	


	SUMMARY OF POSITION PURPOSE


The Secretary has responsibility for being the point of contact for enquiries both within and external, but pertaining to the club.

They are required to be organised and have a sound working knowledge of the club from all facets of Public Relations, People Management, activities of the club and a sound understanding of policy and law relating to the sport.

RESPONSIBLE TO

The Secretary is directly responsible to the President of the Porirua Pistol Club (Inc) and the members within
KEY RELATIONSHIPS
· Porirua Pistol Club Members

· Porirua Pistol Club Committee

· Pistol New Zealand 
· New Zealand Police

· Porirua Shooting Association

ADDITIONAL/POTENTIAL RELATIONSHIPS

· General Public

· Other shooting associations

· Media

	SKILLS


· Computer Literacy
· People Management/Leadership

· Problem solving
· Attention to detail
· Good Listening skills

· Strong communication skills

· Time Management

· Multi tasking
	DUTIES


	Duties
	Responsibilities

	Documentation


	· Maintain accurate and complete documentation relating to:

· Club meetings

· AGM/SGM

· Public relations correspondence

· Member records

· Official Club documents


	Financial
	· Liase with the Treasurer as appropriate in order to:

· Understand the clubs financial position

· Collect and distribute Financial information as required



	Meetings 
	· Prepare the agenda for Club meetings in consultation with the President
· Send adequate notice of all meetings to the Club

· Collect and collate reports as appropriate

· Be generally available for all official club meetings

· Take minutes of the meeting

· Prepare and distribute as soon as possible the minutes of the meeting

· Read, reply and file correspondence promptly

· Maintain registers of members names, addresses, contact details and appropriate certifications pertaining to the Club

· Call for and receive nominations for committee positions for the Club AGM

· With Associations -

· process transfer applications 

· communicate between associations and club members as appropriate



	Relationship
	· Act as the public officer of the Club liasing with members of the public and affiliated bodies/associations as appropriate
· Maintain a strong relationship between the Club, 
Pistol New Zealand and New Zealand Police

· Be the initial contact point and liaison for all enquiries to the Club relating to membership, activities, events and general questions




	Team Work
	· Must be committed to working as a member of the club committee
· Transact all business for the Club as directed by the committee

· Delegate tasks as appropriate and/or required

· Undertake all tasks as outlined to the best of ability


	Compliance
	· Be familiar with, demonstrate a commitment to, and comply with all legislation and policy relevant to all activities undertaken in the role.
· Comply with the Range Standing Orders at all times
· Behave in a safe manner and follow all safety procedures at all times
· Report hazards, incidents and injuries/accidents promptly to the Club President, Pistol NZ and NZ Police as appropriate


	Other Tasks
	· Handle enquiries 
· Respond to general duties as directed by the committee
· Constant review of Club documentation
· Suggest initiatives as appropriate
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