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Congratulations!

You have been elected to the role that keeps your club progressing. The club
secretary position is vital to your club’s success and requires dedication to the
role. 

This guide provides an outline of your various responsibilities and skills
required to do your job well consistently.

On the website, you will find additional articles, tools, and webinars to help both
you and your board achieve the club's goals and vision.

We wish you all the best!
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The Board Secretary is the conduit between all parties within the Club. This role carries out
or delegates all the administrative duties that enable the club and its members to function
effectively. The Secretary is also responsible for ensuring that all pertinent matters are
recorded between board/committee members, sub-committees, community and governing
body stakeholders, and paying members. 

Official Duties

Establish a climate of
enthusiasm, support & open
communication within the
club. Make sure all members
feel their voices are heard
and their hard work is
celebrated.

Implement management
procedures on when and
how information should
be disseminated and
received as it pertains to
the board and committee  
members.  

Develop necessary
relationships with the
club volunteers,
members, vendor's local
community. 

Assist your club officers in
completing annual
achievement reports,
contest, and award
applications, and the
necessary steps
regarding club dues.

Ensure all club and board meetings are well planned and 
executed. Make sure your meetings keep members 
engaged; have a clear organizational structure and follow 
the club constitution and governing policies.

Coordinate the induction
training for the incoming
board, subcommittees,
coaches, and
volunteers.

Oversee all duties as it
pertains to entering
athletes into competitions
including any and all
clearance documentation
and arranging travel.

Maintain the club's
documents ensuring
they are all up to date,
signed (if required) and
stored properly so they
are easy to find and
use.



Checklists
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Weekly YearlyMonthly

__________________________

__________________________

__________________________

__________________________

__________________________

Assist board/committee
members with their projects

Work with sub-committee chairs 
on their projects

File or store any important
correspondence and documents

Communicate with
board/committee members, sub-
committee members, coaches
and club members in a timely
manner. 

__________________________

Arrange and plan the monthly
board/committee meeting__________________________

Submit all monthly reports

__________________________

Take minutes of the monthly
board/committee meeting

Ensure all documents are
disseminated and stored correctly

Write and submit any content
required for marketing or social
media (i.e. monthly newsletter)

__________________________

__________________________

Review all club policies,
procedures and job descriptions
and update as required

__________________________

Make an arrangements for
upcoming competitions __________________________

Arrange and plan the Annual
General Meeting

Conduct the Annual
General Meeting

__________________________

Ensure proper handover
activities take place for all
incoming board/committee
members__________________________

Properly document any 
important matters and 
procedures if exiting the role 
of Secretary

Review and ensure any yearly 
documentation is completed 
properly

__________________________

* Send statements of club dues and fees to all members, and record collections (may be done
monthly, quarterly, or semiannually).

__________________________



Be the Conduit (and sometimes the Filter)
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As Secretary, you will most likely be the first person to receive information and field questions from
all angles. You will need to be the conduit of the team, ensuring all information is flowing both to
and from the right sources. This often means you need to ensure plans, structure, and deadlines
are in place so important information can be provided timely. 

This might mean you will need to apply filters to the information that is asked or provided before
passing it along. Sometimes those who are upset can be flowery and lengthy in their message.
You can help by reframing the message, so it can be received and understood without emotion or
drama.

Be the Problem Solver

As secretary, you’ll be expected to solve problems. Sometimes there will be problems with a
project or organizing the team for a competition. Sometimes there will be problems among
members. Sometimes they’ll be your own. Whatever happens, the first thing to remember is to
stay calm and focus on the best outcome for the club overall. Too often when problems arise,
people forget to think clearly or get caught up in emotions. Unfortunately, there will be times
when alternative plans will need to be made or those goals will not be met. Cooler heads will
prevail.

When a problem arises be sure to ask yourself and others to define the problem. Ask yourself
and discuss with others about what, where, when, and with whom the problem might be
connected. If there is a problem between club members, be sure to stay neutral and open, and
listen to all sides of the story. After identifying the problem, seek the input of people you trust as
to how it might be solved.  Once either you or the board/committee have made a decision, you
will need to set some clear indicators for correction and make them clear to all involved.

Lastly, it's helpful to have a discussion afterward on what lessons were learned and if there
needs to be an adjustment to or the creation of a new policy or procedure.
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Be the Organizer

One of your main jobs as Secretary is to organize your meetings. When planning a club
meeting, the following should provide a good outline:

BEFORE THE MEETING

• Set an agenda, prepare yourself and your thoughts, so the meeting is organized and engaging
• If a speaker or guest is expected, confirm the details with them
• Send out any documents that need to be read before the meeting on time.

DURING THE MEETING

• Lead the meeting with support from other board/committee members
• Stay on topic and to the agenda
• Allow time for collaboration and thoughtful exchange to reach the best outcomes
• Expect and direct members to conduct themselves in a respectful manner
• Allow ample time for each member to provide their updates and to ask questions
• Thank everyone for attending and being engaged.

AFTER THE MEETING

• Review the minutes to ensure they are correct and complete
• Distribute the minutes to the board/committee members
• Ask members who did attend to let appropriate stakeholders know what happened.

      REFERENCE

At yoursportsresource.com, you can find articles and tools to help you work through
difficult conversations and communicate in a way so everyone feels heard.
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Ultimately throughout the year, there can be a large number of activities happening at the same
time. Some of the activities are your responsibility and the rest will be divided out among others.
Your role, alongside the president, is to ensure work is progressing to timeline or deadlines. One
way to keep everyone organized is to keep an overall task list with due dates. This can be updated
at each monthly board/committee meeting, however, being a safeguard means that you check in
with those responsible to either remind them or to ask how they are progressing. Something with a
hard deadline, for example, grant applications, will need a reminder. Projects will need check-ins for
progress. 

Be careful, however, do not accept responsibility for someone else's work. Taking over their work is
not a way to build an environment of collaborative and engaged volunteers. You can assist, offer
guidance, and point them in the right direction but they must remain responsible. 

A good way to be a safeguard is to raise issues or concerns early with the board/committee to see
how to best resolve them in a timely manner. As you should be the eyes and ears of the
organization, you will have a front seat view and can raise the flag in plenty of time for resolution. 

Be the Safeguard



Questions and Feedback
Info@yoursportsresource.com

Your Sports Resource is brought to you by Renata Porter, LLC

Working with sports teams is an absolute passion of ours. We know how important sports are to our youth
and community, but we also know they don’t always have the best structure and development processes in

place. Our experience with sports teams ranges from strategic planning, shifting old mindsets, creating
effective structures, and working with both the coaches and the club Board to ensure a collaborative and

beneficial working relationship is established.

Need More Information? 
Contact Us at Info@yoursportsresource.com


