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FUNCTIONAL JOB TITLE / DESCRIPTION

1. FUNCTIONAL ROLE TITLE

SECRETARY
2. RESPONSIBLE TO 
CHAIRPERSON
3. RESPONSIBLE FOR 

REGISTRAR & COMMUNICATIONS OFFICER
4. DURATION

It is understood that as a volunteer of MRFC you will commit to the club for the duration of the term from the date of the AGM until the AGM held in the following year.
5. FUNCTIONAL ROLE DUTIES
Club administration and governance.
· Maintain and comply with club constitution, by-laws and Incorporation Act 2015

· Ensure compliance with WAFC Junior and Senior club rules 
· Undertake agenda and minutes for committee meetings on behalf of the Chair 
· Coordinate and comply with club requirements for the AGM and annual reporting requirements
· Maintain club registers i.e. members, volunteers, conflict of interest register
· Maintain and assist to update club policies where necessary
· Provide governance advice and support to the Chair and committee
· Support and provide oversight to the registrars and communication officer.

· Secretary role description per MRFC Constitution

6. GENERAL ROLE DUTIES

· Volunteer will provide support and equal contribution to the committee and the relevant decision making authority of the committee.
· Volunteer will comply with all relevant policies & procedures of the club and will try to resolve any problems, grievances and difficulties you may experience fairly and promptly, in accordance with the Member & Volunteer Protection Policy
· Volunteer will attend to all committee meetings held throughout the volunteer period unless an apology is provided to the secretary & chair of the committee with a minimum of 1 week notice unless unavoidable.
· Volunteer will participate in applicable club functions & events including providing assistance when required. 
· Volunteer agrees to transfer all intellectual property rights or material they create relating to MRFC and will not use or attempt to use any confidential information which they may acquire in the course of their volunteer work.
· Volunteer will always conduct themselves in the best interest of the MRFC and commit to the development and ongoing participation in the strategic plan & volunteer succession planning. 
· Volunteer if required by relevant law will hold a Working with Children and an Australian Federal Police Clearance.
 FORMCHECKBOX 

The volunteer confirms that they are not an undischarged bankrupt and have not had a criminal conviction.
I understand and agree with this Functional Role Title & Description.
_________________________    ____ / ____ / ____     _______________________  ____ / ____ / ____
Signed by Volunteer



           Signed for and on behalf of







           MANNING RIPPERS FOOTBALL CLUB INC.








           PO BOX 7207 KARAWARA, WA 6152
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