
What does the Secretary of 
Kelvin Players do? 

Good question! 

The Secretary of the Club is the 
main administrator for the Club. 

The Secretary provides admin support 
to the Chair and Elected Officers. 

We want the Secretary to overhaul our admin processes and procedures utilising digital 
technology wherever possible. 

The Secretary organises the Management Committee, in particular: dates of meetings; 
circulating agendas and minutes; co-ordinating various reports for the Committee; setting up 
the invitations (for online meetings); managing the Club’s Zoom account; checking that 
follow-up actions are carried out in good time. 

We want the Secretary to be the hub of communication between the Management Committee 
and the newly-formed Management Groups: Membership, Artistic, Business Development. 
The Secretary will ensure that accurate notes are taken at each of the Groups (not by having 
to attend each meeting); that notes are circulated to the relevant people; and that follow-up 
actions are carried out in good time. 

Each year, the Secretary organises the Club’s Annual General Meeting. This involves 
preparing and sending out all the required documentation in good time to all the members. 

The Secretary is a key decision-making member of the Management Committee and will take 
on roles wider than administration, such as acting as Committee Liaison for a production or 
co-ordinating a sub-group.
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JOB DESCRIPTION FOR THE SECRETARY
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We want our 
Secretary to 
have 

a love of theatre 

passion for the 
continuing success 
and development 
of Kelvin Players 

strong 
organisational skills 

knowledge of how 
to use digital 
technology to 
streamline our 
admin processes 

In return our 
Secretary will 
have a team of 
experienced and 
dedicated Officers 
to work with 

have the 
opportunity to 
innovate and shape 
the future of the 
Club

MEMBER OF THE 
MANAGEMENT COMMITTEE 
Alongside the Chair, 

Artistic Director, 
Treasurer and Business 
Development Director 

Regular monthly 
meetings

MEMBER OF THE EXECUTIVE 
GROUP 

Alongside the Vice-
Presidents, the 

Honorary members 
and the Elected 

Officers 

c6-monthly meetings

COMMUNICATIONS HUB 

Co-ordinate 
communications between 

the three Management 
Groups 

Occasional attendance at 
meetings  may be 

required on an ad hoc 
basis 
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