‘Borough Blues Club’.
Job Title: -
Club Secretary 
Present Incumbent - Adrian Powell   (Founder Member)
Duties: -
To provide a service to the club to comply with the club rules as laid down in the ‘Borough Blues Club’ Constitution
To observe and advise of, the rules and guidelines, for the mutual benefit of the club and its members.

To provide support to the Committee of the ‘Borough Blues Club’ and to take equal responsibility for the day-to-day running of the club for the benefit of its members 
To assist and advise the Chairman and fellow Committee Members of the’ Borough Blues Club’, by the detailing and keeping, of any Information pertinent to the club’s affairs .
Compiling of committee-meeting agendas, and the keeping of the minutes of any meetings of the ‘Borough Blues Club’ that the Chairman, or Vice-Chairman, may convene.
To take on, when able to and when necessary, any duties or projects that the committee may wish to pursue.

To liaise with club members, and to report suggestions and comments to fellow committee members, for discussion, and action, where and when necessary.  
(Comments positive and or negative to be advised)
Special Duties: -
Compiling and editing the club Newsletters, complete with suitably edited and if required, enhanced, photographs for the newsletters, and any additional promotional requirements.
Corresponding with other clubs and agencies on a regular basis to promote, and ensure, all our gigs and functions are well advertised for the benefit of all our members.

The arranging of Professional printing services, for Newsletters and other promotional and informational needs. 
Providing practical support to fellow committee members both before, and during gig nights, to ensure quality time is enjoyed by our members.
(Shared Duties such as: - Ticket sales, Front, and back –door watch, checking the bands in and out, Mc’ing and announcements, and any other requirements, as and when needed).
When and where necessary, liaising with bands, to acquire information needed for promotions and general announcements – (Flyers and posters etc
To work with all the members of the committee on any workshop projects, now and in the future, to ensure the smooth running of such.

And, where reasonable any other duties, as seen necessary for the continued improvement of the club, by the Chairman, and fellow committee members.

Adrian Powell

10th January 2007

