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SECRETARY
 POSITION DESCRIPTION
Esperance Soccer Association (Inc)

	Position title
	Secretary

	Committee portfolio / area
	Governance

	Reports to
	Esperance Soccer Association Committee

	Term of appointment
	TBA

	Date approved
	TBA



1. Position Purpose
The Secretary is an office holder of the Esperance Soccer Association (ESA) Committee. The Secretary coordinates the Association’s correspondence, meetings and governance records in accordance with the Model Rules, so that meetings are properly run, members receive required notices and key documents are kept secure and up to date. The register of members is maintained by the Registrar.
2. Key Responsibilities
· Manage the Association’s correspondence.
· Coordinate Committee meetings, the AGM and Special General Meetings, including notices, agendas and minutes.
· Maintain the Model Rules and governance records, including records of Committee members and other authorised persons.
· Support the Committee in meeting its obligations under the Model Rules and applicable legislation.
3. Duties and Tasks
Correspondence
· Monitor the Association’s emails and written correspondence, responding to routine enquiries and forwarding others to the relevant Committee member (registration and membership enquiries to the Registrar).
· Distribute relevant information to Committee members and Association members.
· Refer sensitive or significant matters to the Chairperson or Committee.
Committee Meetings
· Agree the business, date, time and location of each meeting with the Chairperson.
· Distribute notices, agendas and supporting documents at least 48 hours before each meeting.
· Attend meetings and record those present, business considered, motions and voting outcomes.
· Enter minutes into the minute book within 30 days and arrange for them to be signed by the Chairperson.
· Follow up on administrative actions arising from Committee decisions.
Annual General Meeting and Special General Meetings
· Coordinate arrangements for the AGM and any Special General Meetings with the Chairperson and Committee.
· Send written notice calling for Committee nominations at least 42 days before the AGM, and record nominations received.
· Distribute general meeting notices to all members within the timeframes and with the details required by the Model Rules, including the names of nominees for election.
· Confirm with the Registrar that nominees and voters are current members, where required.
· Collate AGM documents, including previous minutes and the Committee’s annual report, and record minutes of general meetings.
Governance and Records
· Keep an up-to-date copy of the Model Rules and a record of Committee members and other persons authorised to act for the Association.
· Keep the Association’s non-financial records secure, organised and accessible to authorised people.
· Refer questions about the interpretation of the Model Rules or legal obligations to the Committee.
· Carry out other duties assigned to the Secretary under the Model Rules or by the Committee.
4. Meetings and Time Commitment
The Secretary attends Committee meetings (at least three each year), the AGM and any Special General Meetings, and completes administrative work between meetings. The workload increases around Committee meetings and in the lead-up to the AGM.
5. Skills, Experience and Attributes
· Strong organisational skills and attention to detail.
· Good written communication, including preparing notices, agendas and minutes.
· Reliability and the ability to meet deadlines.
· Ability to handle confidential information appropriately.
· Confidence using email, word processing and electronic records.
· Previous committee or administration experience is desirable but not essential.
6. Authority and Decision-Making
The Secretary manages routine administrative matters within the role and any directions from the Committee, but does not make decisions reserved for the Committee or the membership. Disputes, disciplinary matters, policy decisions and interpretation of the Model Rules should be referred to the Chairperson or Committee.
7. Key Relationships
· Chairperson, Executive and Committee members.
· Registrar, for membership information needed for general meetings.
· Association members, Team Managers and volunteers.
· External organisations and relevant sporting or regulatory bodies.
8. Handover
When leaving the role, the Secretary must promptly hand over all correspondence, minutes, nomination and governance records, outstanding matters and access to Association email and electronic folders to an appropriate Committee member.
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