Weobley & District Bowling Club
Job Description

Secretary

· Consult with President about agenda and send out at least a week before meeting.

· Write up the minutes after meeting and circulate with agenda.

· Deal with any items raised in the minutes.

· Receive correspondence / emails and reply where necessary.

· Receive telephone calls and give information if known or direct them to appropriate person.

· Receive any proposals for the AGM.

· Notify the members of the date for the AGM and do agenda.

· Do minutes after AGM and deal with any matters raised.

· Second authority of accounts for payment, online banking prepared by Treasurer.

· Receive applications for membership of the club.

· Welfare – Anyone ill, or in hospital, bereavements etc, send appropriate cards.

· Email membership about anything coming up at the club, also forward and emails from Officers about matters they deal with and wish to inform membership of.

· Any other odd clerical jobs!

