
Club Secretary – Role Description  

Overview 
The role of the Club Secretary is to ensure the  
day-to-day running of the club. 

  

Actions 
• Act in the best interests of the Club, its members, and the sport of Archery (as defined by AGB) at 

all times. 
• Act as a “Chief Officer” of the Club from the legal point of view. 
• Act as the primary administration officer of the committee and provide the first point of 

contact between the committee, club members and outside agencies. 
• Act as the primary contact for all written and verbal communications on behalf of the Club 

regarding GNAS, AGB and LAA. 
• To act as a signatory for any formal payments made by the club, as part of the tripartite audit 

trail formed of the Committee’s Senior Officers (Chair, Treasurer, Secretary), and to challenge 
any proposals that do not seem justified. 

 

Responsibilities 
• Be responsible for the day to day running of the club affairs. 
• Ensure range registrations are in place and renewed in a timely way. 
• Lead on the formation of Risk Assessments and other necessary documentation for the 

safe running of the club. 
• Ensure all insurances are renewed in a timely way, liaising with the Treasurer to ensure payment. 
• Work to ensure the club remains fully compliant with AGB, GNAS and Sports England 

requirements, and support the committee in keeping up-to-date with any changes.  
• Liaise with North Manchester Rugby Club, including for payment of shared billing in conjunction with 

the Treasurer.  
• Manage the electricity and gas account, liaising with the Treasurer to ensure payment of associated 

billing. 
 

Administration and Meetings 
• Convene Committee and AGM/EGM meetings on behalf of the Club, issuing appropriate agendas. 
• Liaise with the Committee on the agenda and minutes for each meeting before they are 

finalised. 
• Arrange for minutes to be taken, ratified, and stored, of any routine meetings held by the club. 
• Manage and maintain the Committee Filestore in respect of records of meetings held and any 

separate document copies that may be required for fixed agreed periods of retention. 
• Ensure that appropriate administrative support is provided to the Committee of the Club as an 

entity, including acknowledging, forwarding, and circulating relevant internal/external 
enquiries and communications within the committee. 

 

Reporting Lines 
The Club Secretary reports directly to the Club committee as part of the Club’s Senior Officer team.  
The Club Secretary is responsible for reporting the workings of the committee to the membership of 
the club. 
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