Coltishall Jaguars Running Club

Terms of Reference


Club Secretary


…………………………………………………….

The role of the Club Secretary is:

	To ensure that Club meetings are effectively organised and minuted.

	To maintain Club records and administration.

	To uphold any legal requirements regarding the Club administration.

	To communicate and correspond as required by the Clubs Management Committee.

To attend Club Management Committee meetings and report on all matters concerning Club administration.

To uphold the values and objectives of the Club, adhering to the Club Purpose.

To give adequate time to their role within the Club.

To act with integrity and avoid or declare any conflict of interest regarding Club activities.


Club Chairperson


…………………………….

Club Secretary


…………………………….

Dated …………………….
