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A guide for sport and recreation clubs and associations in Western Australia.

The Club Secretary
The Key to Effi ciency
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As the secretary you are a key officer
of your organisation.

Internal 
Administration 

Correspondence
You should read and reply to 
correspondence promptly even if only 
to acknowledge receiving the letter and 
pass it onto the relevant person in your 
organisation. File carefully, preferably in 
categories to which you can refer easily.

As well as this fi le, some secretaries 
maintain a register of correspondence “in” 
and “out”. Whatever system you use, you 
should try to achieve two things:

 answer letters quickly; and

 be on top of all correspondence.

Failure to answer letters punctually and 
not knowing where to fi nd letters in a fi le 
are two of the major mistakes made by 
inexperienced secretaries. In some cases 
these mistakes can cost your organisation 
money.

Reports 
Write the annual report and other reports
as required. Encourage subcommittees to 
present brief, written reports at meetings 
and fi le these. Written reports save time
at meetings and make your job easier.

•

•

The smooth running of the organisation 
depends on the effi ciency with which you 
handle the records, correspondence and 
other communications.

Experienced secretaries will tell you that 
their duties often expand beyond what is 
normally expected of the secretary.

You may be a new secretary and “feeling 
your way” or an experienced secretary and 
want to review your role.

Secretarial jobs differ but there are many 
common aspects. This brochure lists many 
of the duties expected of a club or group 
secretary. 
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Records
Maintain a register of members, life 
members, sponsors (if required); maintain 
all legal documents such as constitutions, 
leases and titles. This means recording 
changes and alerting the committee when 
renewals fall due or when a legal deadline 
must be met.

External liaison
These are some duties you may be called 
on to carry out:

With other agencies — act as the 
public offi cer of your club or group or in 
the absence of a formal public relations 
offi cer, project a favourable image and 
seek support from the public, business 
circles and the media; liaise with offi cials, 
coaches, clubs, affi liated bodies, 
government agencies and committees.

With associations — process transfer 
applications; enter teams in competitions; 
represent your organisation at association 
meetings; obtain association sanction 
for club or group events; communicate 
information between association and 
club or group members, such as event 
deadlines.

General affairs — keep a register of 
members’ names and addresses; handle 
bookings and entries; supervise uniforms; 
respond to general duties as directed 
by the Executive Committee; maintain a 
register of sponsors.

Planner
Secretaries use various methods for 
planning their “administrative year”.

One method involves the secretary and 
president (and committee) developing an 
annual planner which lists the key events 
and tasks that require action. This planner 
will help the committee “get on top” of a lot 
of administration, lighten the secretary’s 
load and keep your members happy.
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Characteristics
of an Effective 
Secretary

An effective secretary will be:

Methodical
 Get a fi ling cabinet, chest of drawers 

or special box! Buy a box of manilla 
folders – one for every project/topic. 
It’ll be money well spent!

 Draw up an annual calendar/chart 
and mark in all key dates: meetings; 
carnivals; association deadlines; 
holidays. This will give you an 
overview of what is coming up. 

Persistent
The good secretary is a bit like a sheep 
dog. You have to keep rounding up those 
who’ve been given jobs to do! And, like a 
sheep dog, in some cases you may just 
have to point the way; in others, you have 
to “snap at their heels”!

By the way, at meetings, look for the 
chance to delegate tasks. Get hold of 
a copy of Lighten the load – a guide to 
delegating. 

•

•

Impartial
If you’re committed to serving the members 
you won’t get involved in cliques, internal 
power plays or politics.

Constitutionally Alert
Like all committee members, you must
be thoroughly alert to the legal and 
constitutional requirements of your 
organisation.

You should have your copy of the 
constitution and rules always on hand 
to ensure that your committee is always 
acting appropriately.

It’s also important to have your annual 
chart drawn up. It will help you to identify 
legal and/or constitutional deadlines and 
ensure that your committee meets its legal 
obligations.
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Duties for Meetings

Notice of meetings must be sent in 
accordance with rules. If no rules exist, 
your notifi cation must ensure that all 
members know about the meeting.

If all those entitled to be at the meeting 
aren’t given proper notice, there’s a risk 
that the decisions of a meeting could be 
invalid. Even those who say they are not 
able to attend should receive offi cial notice.

The notice must mention:

 Time

 Date

 Place of Intended Meeting

 Nature of Business

 Whether it is an Ordinary
or Extraordinary Meeting

Rules may prescribe that notices sent out 
by the secretary contain notice of certain 
resolutions.

The Secretary must observe the length of 
time governing the sending out of notices. 
If there is not a club or group rule on length 
of notice, then reasonable notice must be 
given. And, if you’re sending out notices 
by post, it is your responsibility to allow for 
time taken in the mail so that the required 
notice is given to members.

•

•

•

•

•

The secretary should also check whether 
rules oblige the organisation to advertise 
meetings in advance in the newspaper.

The secretary should arrange the meeting 
place and admission to the meeting, 
prepare an agenda, record minutes and 
keep the chairperson informed of any 
matter which may assist or invalidate 
proceedings.

The agenda
The chairperson and secretary should
be familiar with the agenda. In fact, they 
should plan it together.

The minutes
It is essential to have a correct record of
the proceedings of a meeting which is why 
minutes are kept. These serve a varied 
role – they are both a general record 
and an attendance record and, in case 
of later doubt or dispute, they’re a legally 
acceptable reference and guide.

The minute book
The minute book is a legal record of a 
committee’s decisions. You must maintain 
the minutes written (or pasted) in the book 
which should have serially numbered 
pages.
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Style
It’s essential when writing minutes that
the secretary use clear, simple language 
accurately and without ambiguity. The 
minutes should be dictated or written up 
quickly before the memory fades.

Just in case, keep notes made at the time 
until the minutes have been confi rmed at 
the next meeting.

Use the past tense when writing minutes 
and defi ne points of agreement and 
disagreement. Try to refl ect a logical 
sequence when reporting the series of 
events which might have surrounded 
discussion on a topic or led up to a motion 
about it.

Motions
With important motions include the names 
of both mover and seconder. For minor 
motions, use a simple statement such as: 
“It was resolved that…”, “It was agreed 
that…”, “Council resolved to…”.

Avoid recording expressions of a general 
nature that will bind future meetings 
and ensure when recording motions, 
particularly diffi cult ones, that you 
understand them fully. 

If you don’t understand a motion, quickly 
ask the chairperson to have the motion 
repeated.

Actions
It is essential that your minutes have an 
“action column” which lists the names 
of those responsible for following up 
the committee’s decision. The secretary 
should also write letters as the meeting 
has instructed they should be written.

You, as secretary, may have to push this 
point at meetings – otherwise you may be 
expected to do everything! But don’t let 
decisions pass without linking them to a 
person.
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Numbering 
Some secretaries number resolutions and 
maintain a “Register of Resolutions”. This
is an effective way of ensuring that the 
committee keeps on top of its decisions 
and is seen to be effi cient and reliable.

Circulating the Minutes
Where possible, the minutes should be 
circulated before the meeting.

Try to avoid reading the minutes in full
– it kills the meeting right at the start!

If you can’t circulate the minutes 
beforehand, read only the essential parts 
(i.e. the decisions), unless the members 
request they be read in full.

Confi rming the Minutes
If you have circulated the minutes before 
the meeting, the members vote: “That the 
minutes as circulated be taken as read 
and confi rmed as a true record”. This gives 
the members the chance to discuss the 
accuracy of the minutes as a record. If they 
are not satisfi ed, they can agree to amend 
them and the change should be clearly 
written in.

The members must not, at this time, re-
open discussion on the decisions taken 
at the previous meeting. They are voting 
only on the accuracy of the record. If the 
decisions taken were inappropriate (even 
silly!), they have to stay on record and be 
rescinded, or amended, at the proper time 
in the meeting.

The secretary has should enlist the help 
of the chairperson to prevent the “meeting 
nitpicker” from wasting time looking for 
trivialities in the minutes.

Reports
Many secretaries (and committee 
members) complain about “wasted time”, 
“waffl e”, “going round in circles”.

If you want to reduce this then try (and 
keep trying!) to get members to present 
written reports – with suggestions, 
proposals or fi rm recommendations.

It doesn’t matter if they’re only hand-
written but it’s a guaranteed way of being 
business-like and saving time. In this 
respect, you and the president may have 
to lead from the front.



8

The 10 Secretarial Commandments

 Thou shalt prepare an agenda, with your chairperson, for every meeting.

 Thou shalt make sure committee members are aware of the time and place of the 
meeting and ensure the chairperson starts on time.

 Thou shalt not read the minutes of the last meeting in full (unless members require it).

 Thou shalt not attempt to take detailed notes of discussions.

 Thou shalt record all resolutions taken exactly as passed by the members and ask 
the chairperson to repeat the words of the motion if you are unsure.

 Thou shalt ensure that you record the names of the people responsible for following 
up a resolution, since failure to do so will result in you, the secretary, doing 
everything!

 Thou shalt not volunteer. Nominate committee members to assist. That’s what they’re 
there for.

 Thou shalt not become too involved in debated discussion. If you feel you want to 
have close involvement in a topic, ask for someone else to take the minutes for that 
item.

 Thou shalt encourage members to put in written (even hand-written) reports to cut the 
waffl e and help you in your duties.

 Thou shalt remember that all committee members, especially the secretary, must 
help the chairperson run a friendly, fair and effective meeting.
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Other Resources 
This resource is part of the Club Development Scheme, which provides assistance to 
Western Australian sport and recreation clubs and organisations to become 
better managed, more sustainable and to provide good quality services to 
members and participants.

Other resources in the series include: 

Clubhouse CD-ROM

Step by step... to starting a new club

Planning for your club – the future is in your hands

Taking the lead! A guide for Club Presidents

The key to effi ciency – the Club Secretary

Show me the money – a guide for the Treasurer

Take the ‘in’ out of ineffective – ten steps to running successful meetings

Effective club meetings – a guide for the chairperson

Lighten the load and delegate – help for the overworked committee member

You have the answers – solving club problems

Marketing and promoting your club

Sponsorship – seeking and servicing a sponsor

Establishing your club constitution and becoming incorporated

Risky business – a club guide to risk management

Clubs’ guide to volunteer management

Member protection for clubs

How to be more inclusive of people from diverse backgrounds

Passport into schools – linking sports with schools

Youth sport – junior sport policy

Long-term involvement – junior sport policy

Getting young people involved – junior sport policy

Physical growth and maturation – junior sport policy

Sport pathways – junior sport policy

Forming links – junior sport policy

People making it happen – junior sport policy

Quality coaching – junior sport policy

Making sport safe – junior sport policy

The law and sport – junior sport policy

Top 20 tips for offi cials

Top 20 tips for successful coaching
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Other Resources and Training

Other resources and training  workshops are also available for volunteers involved in the 
delivery of sport and recreation through the Active Australia Volunteer Management and 
Club/Association Management Program. Topics include:

Volunteer Management
Recruiting Volunteers

Retaining Volunteers

Volunteer Management Policy

The Volunteer Coordinator

Managing Event Volunteers

Volunteer Management: A guide to good practice

Club/Association Management 
Creating a Club

Club Planning

Financial Management

Committee Management

Conducting Meetings

Event Management

Promoting Sport and Recreation

Sponsorship, Grants and Fundraising

Legal Issues and Risk Management

•

•

•

•

•

•

•

•

•

•

•

•
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•
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Find a Club 

Find a Club is where you can register or update your club’s details in our 
Find a Club database. It is an exciting new initiative designed to increase participation in 
sport and recreation and help your club recruit more members and volunteers.

Located within the Department of Sport and Recreation’s website, Find a Club will be a 
comprehensive database of sporting and recreational clubs within Western Australia.

Visitors to the website can search for clubs in their local area and are provided 
with activities, contact details, venue details and even a street map showing them 
how to get there.

By registering or updating your club details you receive:
Free listing of your club contact details and activities. 

Up-to-date industry news and funding opportunities for your club.

To register as a new club
Visit www.dsr.wa.gov.au and click on Find a Club.

To update your club information
If your club has previously registered your contact details with DSR, your nominated contact 
person will receive a login and password to enter and update your club information.

•

•




