Scottish Enduro Association – Secretary Role
The role of the Scottish Enduro Association secretary will be integral to the smooth operation and governance of the association. The secretary’s responsibilities are focused on ensuring effective communication within the committee. 
Here are some of the anticipated responsibilities of a committee secretary:
1. Meeting Preparation and Coordination
· Organising committee meetings, including scheduling, sending out notices, and preparing the agenda in collaboration with the committee chair. 
· Ensuring that all committee members have the necessary materials and information in advance of meetings.
2. Minute-Taking and Documentation
· Taking accurate minutes during meetings, capturing decisions, actions, and discussions in a neutral, factual way.
· Distributing minutes after the meeting, which serve as an official record of the committee’s activities and decisions.
· Maintaining records of previous minutes and ensuring they are readily accessible for committee members.
3. Records Management
· Ensuring all committee documents (bylaws, policies, records, and meeting minutes) are maintained and up to date.
· Keeping track of committee decisions and their outcomes to help ensure associational accountability and continuity.
4. Compliance and Governance
· Monitoring that the committee is in compliance with legal and regulatory obligations (e.g., corporate governance codes, and UCI/British/Scottish Cycling regulations).
· Helping the committee to adhere to its bylaws and policies, sometimes by suggesting revisions to governance documents when necessary.
5. Facilitating Communication and Committee Development
· Acting as a liaison for communication between committee members and, when appropriate, the staff within Scottish Cycling/DMBinS.
· Assisting in orienting new committee members by providing them with necessary information and guidance on committee processes and governance.
6. Supporting Committee Chair and Committees
· Providing administrative support to the committee ensuring they have the resources needed to carry out their duties.
· Often serving on or coordinating with committee committees to help facilitate their work.
In summary, the committee secretary will play a crucial role in maintaining the associations structure, ensuring transparency, and helping the committee stay focused on its strategic objectives. Their work helps the committee operate effectively, meet its legal obligations, and uphold its governance standards.
