HYTHE (SOUTHAMPTON) SAILING CLUB


Committee Tasks

The Hon. Club Secretary
Description:

This is normally a Main Committee position with re-election after the first year, usually unopposed.  Reporting is to the Flag Officers.  The normal qualification is to have a general interest in the function of the Club and may have held a position on the Main Committee, or has had experience of secretarial type jobs.
Purpose:

To assist in the successful running of the Club by keep all secretarial duties up to date and to include helping to ensure that any longer-term aims of the Club are met. 
Main Tasks:

Committee meetings:
To participate in the Main Committee ensuring the following:-

Prepares Agendas for ALL meetings, especially the AGM, and any other special meetings;

Ensures Main Committee meeting Minutes are taken and corrected (where necessary), for distribution to all Committee members, before the next meeting;
When the minutes are approved, enclose them within the Committee File minute Book and place a copy in the file ledger, kept in the Clubs’ foyer area, on the shelf, for ALL members to peruse;
To participate in the Finance, Membership, Safety and House Sub-Committees as required and other ad-hoc committees/working groups as requested, ensuring minutes are taken if necessary;
To delegate for any the Flag Officers, when required.  This may include officially representing the Club externally;
To help ensure the Club abide by all Health & Safety and other statutory regulations.

Annual General Meetings:

Under Rule 7.3, inform ALL members with regard to the AGM, this is sent with Twenty Eight clear days notice; (Currently this Notice must go on the front of the October/November Newsletter, with a printed nomination form on the back page);

Under Rule 8.1.2 ensure that any members standing for any Office must have notified the Secretary one month before the AGM (currently by 1st November);
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Prepare copies of the previous AGM minutes, and if requested by the Commodore, send them out one month before the AGM (usually in Novembers’ Newsletter);

Prepares nomination and voting slips as required for the AGM, where they are passed to the Hon. Membership Secretary, to be numbered and distributed currently on the day of the AGM to members present, ensuring those members are fully paid up and entitled to vote, this excludes Social Members;
To list the new Flag Officers and any changes to Committee members after an AGM Election, in the January Newsletter for the membership;

Correspondence:
To be the main addressee for ALL Clubs correspondence;
Opens, answers and distributes and reports on all mail/e-mails, notes and other correspondence, and actions urgent items;
Reports at the Monthly Committee meetings on correspondence received;
Contact various authorities to inform them of changes such as:-

SWSA – Richard Brown;

The Solent Year Book – John Selby;

RYA;

Couzens Reference Sports Book;

Hampshire County Council;

The Mooring Officer ABP;

Club Almoner:

As ‘Club Almoner’ (being informed of members weddings, births, illness and deaths), offers congratulations, condolences etc, with visits, if appropriate, cards and flowers, and publish the information in the Newsletter/Web Site, if appropriate. Liaises with the Hon. Treasurer, for advice on payment (costs) etc.

Bar Licenses:

Ensures the ‘License for the Club Bar’ is displayed in the Clubroom with the Hon. Secretary’s name etc, as required by Law;
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Note:-  The responsibility for bar extension is the Social Secretary who must apply, at least 10 days prior the event, to N.F.D.C. Apple Tree Court, copies are also sent to the Police at Lyndhurst Police Station, Pike Hill, any queries should be directed to them NOT Southampton Magistrates Court.
Other Tasks:

Reports ‘special notices’ to the Newsletter Editor for publication;

Keeper of the RYA CRBD Forms, and issues them to members who are working with Children, as required by Law.  The forms are completed by individual members and sent directly to the RYA Legal Department.  The Club does NOT keep a record!  These are personal files between the Police / RYA and the individual member.  Further blank copies maybe obtained from the RYA Legal Department;

Additional Special Responsibilities:-

Rally planner/coordinator/arranger for various events throughout the year, with posters and information in the Newsletter;
Newsletter editor, designer, reporter and publisher of the Club’s monthly Newsletter due to past experience working in printing companies, with updates in graphic designing, having his own printing press and printing equipment, which enables to keep the Club’s printing costs to a minimum.
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