JOB DESCRIPTION

SECRETARY WAA
The World AquaChallenge Association secretary is an internal official - a working position/function, not a title.

1.0
Correspondence/Contact/Email

2.0
Minutes/Proceedings

2.1
The secretary records the minutes of all official meetings,

2.2
The minutes are distributed by post, email and /or fax

2.2.1
All written and/or verbal reports from the president and WAA officials are included.

3.0 Protest

3.
1 The Secretary records the proceedings of all protest meetings.

3.2
The proceedings are distributed by post, email and/or fax.

4.0 Referee

4.1
Applications - the secretary sends and receives all applications

4.1. 1    completed applications are sent toWAA HQ and the World
             Refereeing Director.

4.1.2
WAA HQ sends out referee cards

4.1.3
the secretary sends out the patch sets

4.2 List

4.2.1
the secretary maintains a list of all world referees

4.2.2
the secretary keeps WAA HQ up to date on changes of address

5. Rules

5.1
The secretary receives rule changes and proposals

5.
1.1 rule changes/proposals are forwarded to the World Rules

Director and World Referee Director

5.1.2
the secretary develops an agenda for the rules meeting as needed

5.2
the secretary records the proceedings of the rules subcommission

5.2.1
proceedings are sent out by post, email and /or fax

5.2.2
rule changes/additions are sent to the World Rules Director

5.3 the secretary sends out the new rules as needed

