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Roles & Responsibilities 

 
Club Secretary 

 
 

•Co-manage and take on co-Directorship for Garforth Tigers Ltd (lease with LCC) 
 
• Principal administration officer- the main link between members, executive committees and 
outside agencies.  
 
• First point of contact for an outsider.  
 
• Point of reference between league and teams.  
 
• At the forefront of the work of the organisation.  
 
• Writes agendas and minutes in club meetings. 
 
• Encourages and facilitates teams/members/club sponsorship opportunities.  
 
• Produces newsletters/publicity material if no publicity officer exists.  
 
• Ensures that all information on the website is accurate and up to date.  
 
• Books pitch(es).  
 
• Recruit, encourage, develop and organise training for all club coaches and acts as point of 
contact for all coaching queries.  
 
• To create links with and promote junior rugby within local schools.   

 
• Oversee registration/transfers of players 
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