Greater Renfrewshire & Clyde Disability Sport                                               
                                                                       

Secretary Role Description

Scottish Disability Sport & the Local Community are currently seeking an enthusiastic and well organised Secretary to assist with the development of the new Greater Renfrewshire & Clyde Disability Sports Branch.

The voluntary position is essential for the development of opportunities in sport & physical activity for people with a disability across Renfrewshire, East Renfrewshire and Inverclyde.


RESPONSIBLE TO:   The GRC Branch management committee

SKILLS REQUIRED:    

· Enthusiastic
· Sound organizational skills
· Prepared to make regular time commitment
· Excellent written communicator
· Good listener 

MAIN DUTIES:

1. Committed to attending all management committees 
2. Take minutes of meeting, complete and circulate before next meeting.
3. In conjunction with the Chairperson, prepare and present the annual report
4. Liaise with the chairperson on the Agenda for each meeting and approve the minutes before they are circulated
5. Be completely familiar with the constitution, club rules, committee procedures and the GRC branch rules regulations
6. Help to prepare and submit any statutory documents that are required(e.g. VAT, grant aid reports) 
7. If unable to attend any committee meetings, minutes of previous meeting must be sent to all committee members.

TIME COMMITMENT:

· Attend branch meeting approximately every 6 weeks
· Flexible weekly working hours


If you are interested in this role or would like further information then please contact Fraser – fraser.kennedy@scottishdisabilitysport.com
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