SILVER CITY

Secretary

MASTERS SWIM CLUB . as
ABERDEEN - SCOTLAND Job Description

Aims and Objectives

* To support the activities of the Silver City Blues (Masters) Swimming Club and contribute
to its development.

* To provide administrative support for the general committee.

* To ensure effective liaison with key partners.

Duties and Responsibilities

* To attend committee meetings and produce minutes.

* To distribute agreed minutes to relevant parties.

* To receive correspondence on behalf of the club and action appropriately.
* Torespond to all enquiries etc. as appropriate.

* To liaise with Scottish Swimming and the North District as required.
* To organise meetings and other events.

* To update the Constitution in line with the SASA model.

* QOther general administrative duties.

* To bring forward correspondence to the general committee.

* To contribute to the club’s general development.
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