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LONDON FRONTRUNNERS



Committee Roles - Secretary
Overview

The Secretary has the pivotal role for maintaining relationships with the sport's governing bodies and other relevant external organisations and for ensuring that the club complies with the rules that govern the sport. Internally, the Secretary has responsibility for compliance with the Club Rules. 

Specific activities / jobs

· Club rules

· Liaison with official sports bodies (UKA, AAA, etc.) 

· Agendas and minutes for Committee meetings 

· Club AGM 

General duties and responsibilities

· Be aware of views, and of what's going in the club and of what's happening in the governance of the sport generally. Where necessary, initiate action, either alone or with other officers. 

· Direct incoming communication, including race entry forms, to the appropriate Committee member. 

· Contribute to good governance of the Club 

Calendar

Committee meeting cycle

· In consultation with the Co Presidents, prepare and distribute agenda and minutes for Committee meetings. 

· Prepare and present the Secretary's report regarding the Club's recent and upcoming activities 

· Proposals for potential Club Rule changes 

November

· Apply to London Marathon for club entries 

December

· Register all foreign athletes in the Club with UK Athletics 

· In conjunction with the Treasurer, arrange the payment of affiliation fees with Middlesex AA, SEAA as agreed by the Committee 

December/January

· Award the club places for the London Marathon and advise London Marathon accordingly 

Annually

· Send notification of AGM to members 

· Organise agenda for AGM 

· Resolutions 

· Prepare and give Secretary's Report 

· Proposals for potential Rule changes 
