

North East Region
Job Description

Job Title:-  Secretary  

(This is a Volunteer Role)

Responsible to:  Chair of Basketball England North East Region
Skills Required:-

· Well organised and efficient
· Good word processing and minute taking skills
· Administrative skills

· Good verbal and written skills
· Knowledge of workings of Basketball England
Main Duties of role:-

1. Supporting  with the running of the Region.
2. Calling committee meetings, preparing agendas with the Chair, taking minutes and distributing minutes to committee members in advance of meetings.

3. Booking venues for committee meetings and AGM.

4. Corresponding with Local Leagues, members on basketball matters.

5. Acting as a point of contact for the Region.

6. Liaising with other committee members on facilities bookings for all Region activates.

7. Receiving correspondence for the Region and distributing to other committee and members for action as appropriate.

8. Advising the other executive officers (Chairperson and Treasurer) of any matter requiring urgent attention.

9. Linking with the social media officer to posting relevant information on Regions Web Page and social media out lets.

Anyone interested in the role should forward a covering letter outlining their skills to for fill the role, a long with a current CV, to Howard Leighton, Chairman of the North East Region.
Preferably by email to: NorthEastRegion@basketballengland.co.uk
Should anyone require any further information regarding the role, please do not hesitate to contact the Chairman on 07910705044.
Closing date for all letters of interest is Friday 3rd July 2020

