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The role starts on 1st July. 
The District Secretary usually serves for 3 years. 
The role is shared with the Minutes Secretary and 
sometimes even a third Secretary might be involved. 
So, don’t think you would have to do everything below.
It is up to you what you do!  

Are you happy doing admin? 
Are you patient, friendly, and happy to help?
Can you check the District email 3-4 times a week?
Are you ok organising documents in folders?
Can you fill in spreadsheets?
Are you very organised? There are lots of admin tasks and quite a few deadlines.
You need to be willing to liaise with others e.g., drafting letters and agendas with the District Chairman, updating the website with the District Editor. 
Being able to search key documentation e.g., the Constitution and the Association website is useful for finding answers to questions, so is this one of your skills? 
If you can be involved with Health and Safety and Protection too, that would be helpful, but it is not essential.  
 
If you think you’d be interested in doing any of the tasks above, how about joining the DEC as a Joint District Secretary?

A big part of the role is communicating with others:
· with Association as needed; 
and
· with Club Secretaries from the 10 Clubs in District129, responding to queries and giving advice and support whenever necessary. 

A more detailed job description is available if you would like to know more. 
And be reassured that you wouldn’t be starting from scratch – lots of the above admin tasks are already set up in the way of templates, a detailed year planner, etc. 

And finally, DEC members come along, whenever they can, to 4 short Committee Meetings in the Bodmin area and 3 District Meetings a year as well as the District Assembly. Travel expenses are paid for 4 Committee Meetings.

On the DEC, we aim to support each other in a friendly fashion and go with the majority on decisions. 

If you are a team player, please consider joining us as a Joint District Secretary! 
If you want to know more, get in touch with us on innerwheel129@gmail.com 
Include your phone number if you would prefer to have a chat! 
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