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DUTIES & RESPONSIBILITIES 

 
● Record the Minutes & Motions of all meetings of the Association. 
● Forward a copy of Minutes & Motions of all meetings to the Association Secretary for review within seven 

[7] days of the meeting. Any discrepancies must be immediately raised with the Executive within 48hrs. 
● Maintain an electronic record of Minutes & Motions & all proceedings of each meeting of the Council, 

Executive Committee Special Council & Annual general Meeting. 
● Maintain a record of the Minutes of all subcommittee meetings. 
● In the absence of the Secretary, act as Secretary. 
● Carry out such duties as the Secretary may direct. 
● Work for the betterment of the Association, putting aside club loyalties. 
● Have a Working with Children Check & submit to the Secretary for the records. 
● Be responsible for Representative feedback and the allocations of the feedback to the appropriate 

executive; ie. President with Coaching Convenor or Rep Convenor.  
● Consult with the Executive Committee any decision or change the impacts the Association, players or 

community. 
● Reports directly to the President. 
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