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ROLE DESCRIPTION
	ROLE TITLE:
	County Secretary

	

	ROLE SUMMARY:
	To be a member of the County Committee, as the principle administrative officer for the County and act as the first point of contact for general correspondence and enquiries

	

	Responsible to:
	County Committee

	

	EXPECTED HOURS: 
	Variable plus a minimum of 4 county meetings per year including the Annual General Meeting (AGM)

	

	KEY TASKS:
	· Be a full voting member of the County Committee and in carrying out duties be at all times responsible to the Committee
· Work together with the Committee to produce and deliver the County Plan in line with the England Netball vision
· Attend County Meetings (minimum of 4 per year, including the AGM)
· Arrange a suitable venue for committee meetings and inform others of the arrangements
· Produce agendas and write minutes from County Committee meetings with support and guidance from the Chair

· Distribute the agendas and minutes to all County Committee members in a timely manner

· Give due notice of the AGM and other General Meeting to all members of the County Association 

· To collate, prepare and distribute all relevant paperwork for the AGM in line with the Constitution, with the support of the Chair and Committee members
· Produce minutes of the AGM for draft approval by the County Committee, in readiness for the following year’s AGM and the final approval by the membership
· Maintaining records of meetings, correspondence and information in a safe and effective manner

· If unable to attend any meeting, advise the Chair and arrange for details of any correspondence received to be sent to the meeting

· To be the first point of contact for the County in dealing with any general enquiries and correspondence, including acknowledging receipt, providing information and advising of any further action taken, as needed.
· To disseminate information, as necessary, to the appropriate Committee member
· To undertake any other responsibilities that may be required from time to time.




PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	SKILLS
	· Strong interpersonal skills

· Strong communication skills 

· Excellent IT skills

	· Excellent organisational and planning skills


	ABILITIES
	· Ability to organise and minute meetings
· Ability to work to timescales and deadlines
· Ability to remain calm under pressure 
· Ability to be flexible in supporting the needs of the County

· Ability to appropriately manage confidential information

	· Ability to build and maintain effective networks


	EXPERIENCE
	· Proven organisational and management ability

· Practical experience of the use of Microsoft Office (word essential)

	· Practical experience of the use of Microsoft Office – excel, powerpoint, publisher
· Experience of social media platforms to support the sharing of key messages

· Experience of working and with volunteers



	KNOWLEDGE
	· Knowledge and understanding of Microsoft Office
	· Knowledge and understanding of netball 

· Knowledge of the sporting landscape
· Knowledge of social media in promoting netball and women’s sport


	ATTRIBUTES
	· Gives attention to detail
· Effective record keeping

· Good time management

	· Passion for developing sport 

	OTHER
	· Access to the internet and email
· A commitment to equal opportunities

	· Be a Member of England Netball
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