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Overview
Training for club secretaries, with emphasis on new secretaries. Covers administration, governance, compliance, communications, and district systems. Presented as a Teams recording.

Key Responsibilities
Club Administration and Governance
- Serve on club board and administration committee
- Meet regularly with president and board members to ensure alignment
- Receive reports from other board members
- Maintain club calendar of events
- Work with board to develop planning documents and review progress regularly
- Update club records and member lists in My Rotary or DACDB

DACDB Critical Step: Always run the DACDB 'compare' function after adding new members. This synchronises your club data with RI (Rotary International).

NSW Compliance (Public Officer Role)
For incorporated associations under the Associations Incorporation Act (NSW):

Public Officer Responsibilities
- Manage members, agencies, and minutes
- Maintain register of members
- Head correspondence and file mandatory annual records
- Ensure association operates within constitution and legal requirements
- Notify Department of Fair Trading of changes in committee members
- Ensure association holds annual general meeting

Critical: Know who your Public Officer is and who is nominated to the Department of Fair Trading. If your Public Officer changes or passes away, notify Fair Trading promptly.


