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Introduction

Each Swim Ireland club is required to elect a club member to the
role of Club Secretary.

It is recommended that prior to taking up the role of Secretary,
experience is gained on the committee.

It is recommended as good practice that the Club Secretary needs
to be available and accessible on a daily basis.

The time commitment of this role varies, but can be dependent on
the size of the club.

The Club Secretary role can improve skills that can be used in
future and current employment.  For example, the management of
club volunteers.

The Club Secretary should lead by example and work with other
volunteers to make the club a success.

Volunteering in the role of Club Secretary provides the
opportunity to meet new people and provide support for the club.
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Serve as the first point of contact for
club inquiries.

Comply with Swim Ireland recruitment
policy.

Receiving correspondence and taking
suitable and timely action.

Responsibilities of Club Secretary

Organising and attending key meetings (including Annual General
Meetings).

Taking and distributing minutes of meetings and points of note.

Dealing with all correspondence to and
from the committee.

Maintaining up-to-date club records and
reference files.

Arranging and completing handover and
succession planning for the position.



Recommended Skills

Organised

Respects confidentiality

Attention to detail

Good IT skills

Effective communicator

Tactful

Planning

Facilitator
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Requirements

Digital Pass - Committee Member

Attend relevant training for role including.

Online Module - Effective Committees

Online Module - Effective Meetings

Attend Club development days and live webinars

Signed code of conduct

Video Tutorials - Swim Ireland Membership Database
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