Secretary
e provide notice of meetings and agendaitems, including elections and special matters
e take minutes of all club meetings (Annual, General, Special) and disseminate to committee members,
ensure a copy is keptforongoing records.
e reportany external correspondence to the committee and respond to this where appropriate
e maintain communication between NOCand outside agencies
e maintain hard copy of records for required time periods.
e ensure secretary emailaccount is monitored
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