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Role Description
 The Secretary is the chief administrator in the county, responsible for the day-to-day management of the county board activities.  The Secretary has a key role to play in ensuring that effective communication exists between all County Committee Officers and between the County Committee and the Clubs of the County. The Secretary must enhance the Association’s activities by working with existing officers of the County Board and subsidiary Boards, help form a collective vision for the county to meet the challenges faced by the Association. 
Reports/accountable to 
·  Chairperson/ County Committee 

Responsibilities 
1. Effective administration of the County affairs 

· Responsible for the day to day administration and coordination of the County Board activities 
·  To maintain good communication lines with all clubs in the county 
·  To manage all official correspondence to the Central and Provincial Councils in connection with County and Club matters
· To ensure up-to-date records are kept of committee memberships 
· Deal with and sign transfers (inter-club and inter-county) and sanctions. These forms should be forwarded to the relevant body.
· Inter-club Transfer within County – sent to you as county secretary
· Inter-club/County Transfers within Province – sent to Provincial administrator
· Inter-club/ County Transfers outside the Province – sent to Head Office
· Summer Sanctions – forwarded to Head Office for approval 
Important to inform Head Office of return of players on Summer Sanctions to Ireland
· Ensure players have correctly completed injury forms, i.e. all sections are completed, all information is correct and all signatures are obtained. When the form is in order, it should be signed and forwarded immediately to LGFA, Croke Park, Dublin 3
 
2. Development and implementation of the County Fixture Plan 

· Develop a master fixture plan for the county each year 
 
3. Keeping records 

· Ensure that all the following records are maintained:
· Matches 
· Venues 
· Dates and winners 
· Membership and player registration records 
· Record of all correspondence 
· Minutes of meetings 
· To ensure up-to-date records are kept of committee memberships 
 
4. Meetings 

· The Secretary must ensure that all arrangements for meetings are met: 
· Responsible for the preparation of meeting agenda in consultation with the Chairperson  
· To circulate agendas and any supporting papers in good time  
· To minute meetings and circulate the draft minutes to all committee members with all other relevant documentation  
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	SKILLS
	KNOWLEDGE

	· EXCELLENT COMMUNICATION (VERBAL AND WRITTEN), AND INTERPERSONAL SKILLS 
· EXCELLENT INFLUENCING SKILLS 
· EXCELLENT ABILITY TO MANAGE PEOPLE/RESOURCES AND BUILD AND SUSTAIN GOOD TEAM RELATIONSHIPS AND MANAGE CONFLICT 
· STRONG LEADERSHIP AND DECISION MAKING SKILLS 
· EXCELLENT NEGOTIATION SKILLS 
· EXCELLENT STRATEGIC SKILLS AND INNOVATIVE THINKING IN ORDER TO DEVELOP/CONTRIBUTE TO VISION AND IMPLEMENT STRATEGY 
· EFFECTIVE PRESENTATION SKILLS 
· VERY GOOD TIME MANAGEMENT AND ORGANISATIONAL SKILLS IN ORDER TO EFFECTIVELY MANAGE SELF, OTHERS AND PLAN, INITIATE, DEVELOP AND IMPLEMENT PROJECTS 
· EFFECTIVE NUMERICAL AND ANALYTICAL SKILLS
	· BE FAMILIAR WITH THE OFFICIAL GUIDE AND ALL COUNTY BY-LAWS 
· CLEAR AND DETAILED KNOWLEDGE OF LGFA’S STRUCTURES, RULES, REGULATIONS AND PROCEDURES AT ALL LEVELS OF THE ASSOCIATION  
· CLEAR AND DETAILED KNOWLEDGE OF THE LGFA’S COACHING SCHEMES AND INITIATIVES 
· CLEAR AND DETAILED KNOWLEDGE AND MANAGEMENT OF FINANCIAL SYSTEMS AND ACCOUNTS IN ORDER TO MANAGE DAY TO-DAY COUNTY COMMITTEE FINANCES (IN ASSOCIATION WITH THE TREASURER)  
· WORKING KNOWLEDGE OF IT RELATED PACKAGES AND SYSTEMS
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