
Volunteer!

780-241-0640

della .curry@picklebal lalberta.org

www.picklebal lalberta.org

Secretary

Pick lebal l  A lberta  i s  ded icated  to

promot ing  and advanc ing  the  sport  of

p ick lebal l  across  the  prov ince .  We are

seek ing  a  pass ionate  and exper ienced

ind iv idual  to  jo in  our  Board  of

Di rectors  as :
!

SECRETARY
.

Key Respons ib i l i t ies :

Serve  as  the  of f i c ia l  c lerk  of  the  board,  oversee ing

a l l  records ,  contracts ,  correspondence,  and of f i c ia l

documents  of  PA.

Disseminate  formal  not ices  and informat ion

pert inent  to  Board  and Membersh ip  meet ings .

Mainta in  comprehens ive  records  of  board  and

membersh ip  at tendance,  as  wel l  as  d i l igent ly

record  meet ing  minutes .

D is t r ibute  meet ing  minutes  to  board  members

prompt ly  wi th in  one week  fo l lowing  meet ings .

Prepare  and submit  the  Annual  Soc iety  Return  as

required.

Manage l i s ts  deta i l ing  of f i cers ,  board  members ,

managers ,  coord inators ,  and committee  members .

Under  the  gu idance  of  the  pres ident ,  draf t  formal

correspondence  on  behal f  o f  the  board.

Serve  as  one  of  the  author ized  s ign ing  of f i cers  for

the  board  in  matters  concern ing  cheques  and other

pert inent  documents .

Fac i l i tate  the  or ientat ion  process  for  the  incoming

secretary .

Desired  Cr i ter ia :

Prof ic iency  in  draf t ing  correspondence,  record ing

meet ing  minutes ,  and compi l ing  reports  us ing

Word,  Exce l ,  or  Google  Docs .

Strong  communicat ion  sk i l l s ,  both  verba l  and

wr i t ten.

Preferred Qual i f i cat ions:

Pr ior  exper ience  serv ing  on  a  board.

Background in  not - for -prof i t  organizat ions .

Abi l i ty  to  ar t icu late  ideas ,  op in ions ,  rat iona les ,

conc ise ly ,  and log ica l ly .

Competency  in  ut i l i z ing  Zoom,  Gmai l ,  and  Google

Dr ive .

Except iona l  organizat iona l  sk i l l s .

Prof ic ient  in  co l laborat ing  wi th in  a  team

envi ronment  and independent ly .

2 year 
commitment

Help Grow
Pickleball

Create an
impact.

I f  you are prepared to make a
meaningful  impact on pickleball  in

Alberta and are interested in joining
our team, kindly submit a brief

biography below.

Make a 
differencel


