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YMCA OF CENTRE COUNTY

SWIM TEAM PARENT ADVISORY COMMITTEE POSITION DESCRIPTION – 
SECRETARY

Responsible to:
Head Swim Team Coach, Aquatics Director, and Committee Chair

Term:
2 year and may be renewed for successive 1-year terms

Purpose:
The Secretary works in an overseeing capacity for communication with the team and keeping records for the team.

Responsibilities:

· Attend monthly committee meetings and take minutes.
· Prior month’s minutes should be reviewed at the beginning of the current meeting.
· Maintain and provide access to committee contact information, and ensure it is updated as appropriate.
· Maintain swim team record board, keeping it tidy and correct.
· Update the board prior to the start of the fall/winter season and immediately following the conclusion of the fall/winter season.
· Organize hotel room blocks for the swim team, three times a year: Pitt Invitational (USA Swim Meet), Districts, and States.

Personal Attributes:

· Exemplify the Y’s core values of caring, honesty, respect, and responsibility.
· Commitment to the YMCA mission and its impact.
· Interest in the objectives and programs of the organization.
[bookmark: br2]
Intended End Result:

• Take the lead in keeping meeting and team records effectively and accurately.
• The YMCA’s and Swim Team’s image and impact are enhanced.
• Take an active role in the committee to work with other members effectively.
• The resources of the swim team continue to expand in an effort to more effectively serve the team as a whole.

__________________________________                                  ____________________
Volunteer Signature                                                                   Date
image1.jpeg
the




image2.jpeg
FOR YOUTH DEVELOPMENT ©
FOR HEALTHY LIVING
FOR SOCIAL RESPONSIBILITY




