West Midlands Regional Committee


Secretary - Job Description

	Volunteer Job Title


	Regional Secretary

	Type of Volunteering


	To act as Secretary on the West Midlands regional committee.

	Main Purpose


	· To act as the first point of contact for any queries regarding the regional committee

· To arrange dates for meetings

· To write minutes of all meetings and distribute to committee members 

· To write meeting agenda’s

· To arrange venues for meetings

· To collect all nominations for the AGM

· Organise the Regional Awards & trophies


	Responsible to
	Other committee members



	Competencies / Experience required


	The Secretary must be enthusiastic, methodical and reliable.  They should have good communication skills, be well organised and be IT literate.



	Commitment required


	Approximately 4 x 2 hour meetings per year, plus any Triathlon England correspondence when required.  



	Support received from:


	Other regional committee members and RPM

	Is this Volunteer Opportunity open to disabled persons?
	Yes.
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