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	Panthers Elite Netball
Minutes Secretary and General Admin Support
                                                                                                                   

	ROLE SUMMARY:
	To be a member of the Panthers Elite Netball Club Committee (PENCC) and be responsible for general admin support and minutes from PENCC meetings.

	ESTIMATED HOURS:
	1-2 hours per month

	KEY TASKS:
	· Take Minutes at all Annual General Meetings and Committee Meetings. 
· Send draft Minutes of Annual General Meetings and Committee Meetings to the Chairman and Committee for clearance.
· Type the Minutes within one week of the Meeting and send to Committee for distribution.
· Provide general admin support to the Chair as required

	KNOWLEDGE & SKILLS
	· Good interpersonal skills

· Good organisational skills

· Good communication skills

· Have access to email and telephone




