Horsell Bowling Club Job Description
Secretary

He/she shall:
Serve on the Management Committee.

Record, or delegate the recording of the minutes of all Management Committee and
General Meetings and distribute to authorised members as soon as possible after each
meeting.

Maintain and hold all Club records (excluding finance, which are held by the Treasurer, and
membership records, which are held by the Membership Secretary).

Act as correspondent in respect of any communications, as required.
Deal with any urgent matter in accordance with the Constitution.

Be one the Trustees for Horsell Bowling Club, recognised in the lease with Woking Borough
Council.

Be a signatory on the Horsell Bowling Club bank mandate.

Control all notices displayed on Club notice boards other than those relating to
membership.

Submit to Bowls Surrey, annually at the end of February, the list of full bowling members
who have paid to be affiliated to Bowls Surrey and Bowls England.

Complete and return application forms to enter various external competitions and leagues.

Annually, arrange the Annual General meeting.

HE/SHE MAY DELEGATE AS NECESSARY
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