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 Position  Location  Position Description Completed 

Club Secretary Cairns Surf Life Saving Club 10 January 2025 

 

PURPOSE STATEMENT 

The secretary provides strategic guidance and leadership in support of all administrative functions of the club 
including direction and assistance to the Club Administrator and other Directors of the Board in relation to their roles. 

The primary focus is to ensure all administrative functions of the club are operating along contemporary lines in a 
professional and corporate manner and its corporate governance and constitutional functions are operating 
efficiently and effectively to support the ideals of the Surf Life Saving Australia, Surf Life Saving Queensland and the 
members of the CSLSC. 

 
ROLE & RESPONSIBILITIES 

The Secretary will: 

• Support the Board of Directors and the Club Management Team in maintaining a positive, modern, forward-
thinking approach to the growth and development of the CSLSC, through the implementation of contemporary 
administration system, modern governance, a modern constitution, by-laws and updated policies and procedures. 

• Represent the CSLSC in a professional, positive and appropriate manner. 

• Ensure the Board members and Club Management Team are given the level of administrative support needed to 
manage their portfolios efficiently and effectively. 

• Ensure the CSLSC is working toward the mission and vision of the strategic plan and implementing the operational 
plan in accordance with the club’s policies and procedures. 

• Be active in ensuring compliance with the Child and Youth Risk Management Strategy and Codes of Conduct. 

• Observe and encourage others to comply with the by-laws, policies and procedures, including providing reports 
and other requested information on the appropriate reporting templates. 

• Encourage positive, effective and efficient decision-making processes based on sound information and clear 
judgment. 

• Induct Club Management Team members into their position and support them in their role. 

• Act as the public officer for the club, in accordance with the requirements of the Queensland Office of Fair 
Trading. 

• Member of the CSLSC Board of Directors. 

• Specific duties are: 

• Call for and receive nominations for all Board positions for the Annual General Meeting. 

• Collect and collate reports from Club Management Team members. 

• Make arrangements for club meetings including agenda, venue, date etc in consultation with the President 
and advise members accordingly. 



 

 

• Take minutes of meetings and ensure circulation of minutes to Club Management Team members seven days 
before the next meeting. 

• Receive, record, read, reply and file correspondence promptly. 

• Ensure policies, procedures and position descriptions are up to date. 

• Coordinate annual presentations and awards. 

• Supervise and assist the Club Administrator. 

 

ROLE ENTRY REQUIREMENTS 

• Be a current, financial member of Cairns Surf Life Saving Club.   

• Working with Children Check (Blue Card) or willing to obtain. 

• Completed CSA and CRYMS training. 

 

KEY CHALLENGES IN THE ROLE 

• Managing expectations and resolving conflicts. 

• Volunteering flexibly and travelling to attend sites after hours and on weekends as required. 

• Reviewing and managing the club’s strategic plan. 

 

SELECTION CRITERIA 
ESSENTIAL SKILLS  ESSENTIAL KNOWLEDGE 

• Ability to manage own workload and conflicting 
priorities while consistently adhering to SLSQ 
protocols. 

• Ability to respond promptly and appropriately to 
members requiring support, using conversational skills 
to create a supportive environment and develop 
rapport. 

• Ability to work within a team and delegate tasks 
appropriately to meet timeline. 

• Clear communication skills. 

• High problem-solving ability: analysing available 
information and choosing the optimal solution. 

• Leadership and business management skills. 

• Basic computer skills. 

  • Knowledge of relevant local, state and national 
policies, guidelines and procedures. 

• Microsoft Office and Outlook. 

• Understanding of reporting and recording 
requirements of sensitive information in adherence to 
privacy legislation. 

• Understanding of responsibilities around 
confidentiality including its limitations.  

 

 

 
PREFERRED QUALIFICATIONS OR EXPERIENCE 

• Experience with club administration • Business owner 



 

 

• Management experience 

 
 

PERSONAL CHARACTERISTICS 

• Ability to adapt style 

• Community minded  

• Flexibility   

• Genuine interest in helping others  

• Good moral judgement 

• Good prioritisation skills 

• Integrity 

• Organised 

• Professional yet affable 

• Resilient  

• Self-directed (self-control and management) 

 
KEY STAKEHOLDERS 

• SLSQ Members 

• Members of the Club Management Team 

• Club Administrator 

• Branch Administrator 

 

 


