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The role of Secretary is primarily administrative, and that has been the focus of my first 
year sitting on the Board.  I spent the first few months gathering contact information, 
facilities contracts, club documents, and generally feeling out the position.  My main 
recurring tasks throughout the year have been:

• Organizing the monthly board meetings, and preparing the agendas and minutes
thereof.

• Booking facilities for practices and competitions, mostly long-term, but 
sometimes last-minute due to scheduling conflicts or other extenuating 
circumstances.

• Participating in the Executive Committee and generally dealing with day-to-day 
operations of the club.

In addition to the above items, I also took on some clerical tasks, including:

• Updating the constitution with changes to be voted on at the AGM.

• Preparation of Emergency Procedure Plans for all of our practice and competition 
facilities.

• Preparation of the Chaperone Policy.

• Assistant to Olga Ginovker for Provincials planning and preparation.

A few goals for the upcoming year are to:

• Manage the club membership list and assume the duties of sending out club-wide
communications.



• Keep all of the facilities contracts organized and sharable with the Board, Team 
Managers, and Coaches so they have access to them in the event of conflicts or 
questions.

• Prepare shared calendars showing facilities bookings and practice times, making 
it easy to see which teams are practicing where and when, and identifying any 
missing or extra bookings.

Heading into the 2019-2020 fiscal year, I now have a full Rolodex of contact information, 
and have built up a good rapport with the other Directors and club volunteers.  I look 
forward to working together with everyone to make the coming year as successful as 
this past year.

Paul Medynski
Secretary


