Wrexham Amateur Athletics Club - Club Secretary’s role:
Organising meetings
· Plan club meetings with the chairperson and agree an agenda with all club officers
· Circulate details of meetings (time, location, agenda etc.) to club members
· Take minutes and circulate to meeting attendees
· Follow-up with relevant parties on key actions arising from meetings
· Ensure meetings adhere to procedures of the club constitution (e.g. quorums and election procedures)

Club Correspondence & Communication
· Initiating and responding to all club correspondence (dealing with queries, official NGB correspondence etc.)
· Filing all club correspondence (incoming & outgoing)
· Adhere to Governing Body rules on communication (e.g. format/timing of response to written communications)
· Work with club PRO to ensure broader public awareness (and availability) of club correspondence (as appropriate)
· Compile report on club activities for AGM 

General Administration
· Managing Club registration and team affiliation (in conjunction with club registrar)
· Keeping an accurate record of contact details for members, officers and third parties
· Handling club insurance and related paperwork (e.g. filing of injury claims)
· Maintain appropriate records of membership and communication and club documents such as the club constitution
· Assist the Chairman in strategic planning of ongoing club development
· Liaison with local press and social media to promote the Club and it’s activities
