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POSITION:


CLUB SECRETARY / ADMINISTRATOR
REPORT TO:

who?
	Activity
	Key Tasks
	Standards / Objectives

	Work with guidelines from 
who?  in providing effective and efficient administration of Club 
	Day to Day running of office
	· Phone calls

· Correspondence

· Preparation of reports

· Annual Report

· Updating website

· Liaise with suppliers

· Answer emails accordingly

· Maintain a positive attitude



	Improving the Efficiency and Effectiveness of the whole Club
	· Ensure Club rules are adhered to

· Ensure ASA rules are adhered to

· Update databases


	· Maintain an updated version of SNZ and ASA Rules, Regulations   and Policies 

· Maintain Club databases 



	Funding applications
	· Prepare list of suppliers for items to be funded for

	· Obtain quotes for funding

· Prepare funding application
· Lodge with funding agency



	Swim Meets 
	· Liaise with:

         officials

         clubs 

         pool venues


	· Prepare posters and meet tenders for ASA meet tendering process

· Keep updated database of swim meet results



	Auckland and National Entries
	· When Club is running a meet enter all entries into Meet Manager 

· Enter all Club entries into Team Manager when Auckland Championship meets and National meets

	· Ensure all Club entries have been entered correctly

· Check with members and advise any discrepancies

· Ensure all Auckland championship entries have been entered correctly

· Ensure all national entries have been entered correctly for National meets

· Ensure entries for regional and national meets are forwarded to the ASA office before closing date.
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