Secretary
Purpose
The Secretary coordinates the Club’s day-to-day administration and supports the Committee to operate effectively. The role helps keep records, correspondence, meetings and important Club requirements organised and completed on time.
What You’ll Do
· Coordinate Committee meetings, agendas, minutes and actions.
· Maintain accurate Club records, correspondence and important documents.
· Manage official Club communications and general enquiries.
· Maintain a calendar of key Club, League and competition dates and deadlines.
· Distribute important information to the Committee and relevant volunteers.
· Support the President and Committee with meeting and governance requirements.
· Maintain records of Committee decisions and follow-up actions.
· Coordinate Club submissions, registrations, returns and other administrative requirements.
· Help ensure Club policies, procedures and governance documents are kept current.
· Promote and support a strong child-safe culture across the Club.
· Support the organisation of the AGM and other formal Club meetings.
What You’ll Bring
· Strong organisation and time-management skills.
· Clear written and verbal communication.
· Good attention to detail and record-keeping skills.
· Ability to manage deadlines and competing priorities.
· Reliability and discretion when handling confidential information.
· Previous Committee or administration experience is helpful but not essential.
Child Safe & Compliance
The NRL is committed to providing a child-safe environment where children & young people are safe & feel safe, & their voices are heard. This role is required to maintain a valid working with Children Check or equivalent. Ensure all activities are conducted safely and in accordance with safeguarding and child protection requirements. This role also demonstrates a strong commitment to child safety by maintaining appropriate behaviours, following safeguarding procedures, and contributing to a safe, inclusive and supportive environment for all children and young people.
Success Looks Like
· Committee meetings are organised and actions are followed up.
· Club records and correspondence are accurate and accessible.
· Important deadlines are identified and met.
· Committee members receive the information they need to make informed decisions.
· Club administration is organised, timely and professional.
· The Club maintains good governance and record-keeping practices.
