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Summary of Secretary’s Responsibilities

Relevant information: Currently TVCC has a Minutes Secretary who is responsible for all duties relating to meeting agendas and minutes. The Treasurer has responsibility for membership recording and renewals. The following responsibilities are in addition to the normal responsibilities of all members.

The responsibilities of the Correspondence Secretary are briefly as follows:
Other Clubs and Organisations

· Point of contact [as displayed on club website and stationery] for general post and email correspondence 
· Pass on information to members when appropriate, either via email, verbally at meetings or occasionally by telephone
· Point of contact for various cycling bodies
· Arrange annual renewal of affiliate membership with:

· British Cycling [BC]

· Cyclists Touring Club [CTC]
· Cycling Time Trials [CTT]
· Collation and distribution of membership cards of above organisations

Email
· Regular checks for incoming messages to the Club email account: tynevalleycycling@hotmail.co.uk
· Respond to messages where appropriate, eg membership enquiries
· Pass relevant information to members

· Maintain the hotmail account messages and folders in an orderly fashion
· The Correspondence Secretary may also choose to use his own email for correspondence with trusted individuals [optional] 
Monthly Club Meetings and AGM
· Attend and support whenever possible

· Present a brief verbal report on any correspondence or items of interest to members since the last meeting

Club Website

The correspondence Secretary has no direct responsibility for management of the club website. He/she may, however, choose from time to time to assist in the preparation of articles or items of interest to be posted on the website by others [optional]
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