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Welsh Wheelchair Basketball is seeking to appoint a candidate for the position of Secretary for the Welsh Wheelchair Basketball Association
[bookmark: _GoBack]TITLE: Secretary
LOCATION: Wales 
SALARY: Voluntary (3 Year term)  
CLOSING DATE: 20th March 2017
WWBA want to operate a transparent, robust and sustainable organisation that represents the needs of participants from development through to performance. This role includes working with clubs, coaches, volunteers, athletes and their support networks. Welsh Wheelchair Basketball works very closely with major stakeholders especially Disability Sport Wales and British Wheelchair Basketball. Welsh Wheelchair Basketball are now seeking to appoint an exceptional individual to be the lead administrator of the organisation

Job Description
· Support the committee members in their roles as needed 
· Take a leading role in organising Association meetings and Strategic Planning meetings including setting the agenda, venue, date and times, in consultation with the Chairperson
· Send adequate notice of the meetings
· Take the minutes of meetings
· Write up the minutes as soon as possible after the meeting
· Read, reply and file correspondence promptly
· Provide the link between members, clubs and other organisations
· Maintain registers of members’ names and addresses, and other contacts
· Maintain files of legal documents such as constitution
· Respond to general duties as directed by the association

Person specification
· Effective communication
· Well organised and confident with decision making delegating tasks
· Can maintain confidentiality on relevant matters. 
· Task and time efficient
· Competent word processing and telephone skills
· Reliable and trustworthy


If this position appeals and you would like to discuss it further please contact Shelley Jones, British Wheelchair Basketball Development Officer for Wales, on s.jones:@britishwheelchairbasketball.co.uk or 07943098868.
To apply please email a CV and covering letter to s.jones:@britishwheelchairbasketball.co.uk by 20th March 2017.
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