
Gloucester County ASA Administrator 
 
Job Title: County Administrator 

 
Responsible to: The Hon Secretary 

 
Duties: Administrative tasks associated with the organisation of and day to day 
running of Gloucester County ASA (the Association) 
 
Essential skills: Good organisational skills; administrative experience in a work or 
voluntary environment; ability for effective communication; use of IT based 
communication methods including use of word processing and spreadsheet 
software. 
 
Desirable Skills: Knowledge of aquatic sport; previous committee experience 
 
 
General Duties 
 

1. Provide a central point of contact for the Association for all affiliated and 
external organisations. 

2. Carry out administrative duties promptly and in a manner consistent with the 
rules of the Association. 

3. Receive and process correspondence of the Association from both internal 
and external sources. 

4. Maintain a record of the dealings of the Association relating to all 
administrative matters, communications and enquiries  

5. Retain copies of insurance certificates  
6. Liaise with County President and all County Officers and Managers to ensure 

that all appropriate administration is in place. 
7. Forward relevant matters to the appropriate person, county officers or 

managers. 
8. Maintain a list of the Association’s officers & managers; to include full name & 

address, telephone and e-mail address 
9. Maintain a list of the Association’s affiliated clubs; to include full name & 

address, telephone & e-mail address of their Secretary & nominated contact 
person.  

10. Keep a record of when affiliated clubs hold their AGM and make contact with 
them at that time to confirm any changes in officers. 

11. Keep a copy of the rules for all affiliated clubs and associations. 
12. Provide assistance to county managers with agreement of the Hon Sec. 
13. Update the website as necessary with news, reports and activity of the 

Association 
14. Maintain a calendar of events for the Association 
15. Maintain an activity report and check list on each activity showing the current 

position. 
 
 
 



Meetings 
 

1. Maintain a Meetings Schedule for the Association. 
2. Maintain a list of those who are entitled to attend formal Association meetings. 
3. Circulate the Meetings Schedule to the persons who are entitled to attend 

meetings. 
4. Book and confirm the venue for Executive meetings in agreement with the 

County Treasurer 
5. Obtain reports from all officers and managers in advance for Executive 

meetings. 
6. Assist officers and managers with the preparation of their reports to Executive 

meetings if necessary. 
7. Send out notices, agenda's and reports to all those entitled to attend 

Executive meetings.  
8. Attend and take minutes of designated meetings, produce an accurate report 

of the proceedings, noting all decisions taken and actions to be implemented.  

9. Confirm with the Chairperson of the meeting that they are satisfied that the 

minutes are an accurate report of the meeting before circulation.  

10. Circulate these minutes to all persons entitled to attend - including those who 

were not present, within 14 days. 

11. Contact those affiliated clubs who did not send delegates to Executive 

meetings to find out why they were unable to send a delegate. 

12. Contact actionees from meetings to ensure are aware of their obligations. 

13. To maintain a record of all designated meetings and keep an agreed copy of 

the minutes. 


