The Endurance Karting Association.

Position descriptions

Secretary

· Receive all race entries.

· Prepare race entry list spread sheet.

· Order tyres before each event.

· Keep up to date stock count of all tyres owned by TEKA.

· Receive all correspondence to TEKA.

· Take all meeting minutes.

· Distribute meeting minutes to all committee members.

· Prepare race entry folders for each event.

· Liaise with timekeepers and organise pre race transponder allocation sheet.

· Prepare for race day.

1. Tyre allocation sheet

2. Weighing sheets

3. Fuel stop sheets

· Prepare AGM notification & committee nomination forms.

· Website updates.

………………………………………………………………………………...

TEKA Position Description-Secretary


