Falcon Bowling and Tennis Club secretary role:

Relating to the company:
Director of Falcon Bowling and Tennis Club
Keeping the register of directors current
Annual filing of confirmation statement
Organisation of AGM

Relating to the day to day running of the club
Completion of the annual registration with the LTA including LTA risk assessment
General communication to club by email
Managing the club email account
Answering queries and problem solving
Responsible for the organisation of the open day
Participate in committee and board meetings

With the committee
Contributing to the management of the website
Ensuring annual risk assessments are completed
Ensure policies up to date
Check the incident log book and bring to committee meetings
In the absence of a minutes secretary take turns to minute meetings and responsible for adding/ updating action log

Membership secretary:
Annually updating clubspark with new membership prices/categories
Sending out renewal reminder emails
Point of contact for new member enquiries and renewal issues

Minutes secretary:
Record minutes of AGM/ board and committee meetings and produce a written copy within one week of the meeting
Maintain action log
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