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EXECUTIVE COMMITTEE ROLE 
SECRETARY


Purpose:  


To provide an efficient administration service to the club, ensuring the club functions smoothly and effectively and be the main communication link between internal and external stakeholders, including the Executive Committee, working groups, club members and other clubs/leagues.  

Person Specification – Skills and Behaviours:

Have the ability to support and inspire a team. 
Be approachable. 
Know and support Ash Bowling Club members.
Have the ability to maintain clear and regular communication.
Have strong communication, IT and delegation skills.

Key aspects of the role:

1. To be an active member of the Executive Committee and manage and maintain record keeping. 

Manage all incoming and outgoing club correspondence. 
 
2. Actively lead meeting organisation.  

Organise the AGM, Executive Committee and other club meetings, preparing agendas and papers, taking minutes and ensuring the distribution of the right paperwork to relevant individuals in the club.  
Ensure that the Executive Committee is adequately supported. 

3. Maintain communication between other stakeholders. 
 
Communicate any important matters between Bowls England, Kent County Bowling Association and leagues, demonstrating a thorough understanding of the rules of each respective body, providing all details as necessary to them. 



4. Support processes to develop activities that support sound financial business planning, increase revenue and maintain existing facilities, and support the drive for new membership. 

Provide administrative support to assist activities and processes that can effectively and efficiently manage the further development of financial and membership systems. 

5. Lead the PR of the club 

Maximise publicity for the club’s games, events and activities, building relationships with local village magazines, keeping the club website and social media updated.


Role brief read and understood.
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