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Joint Aikikai Council


General Secretary

Role Description

General

The General Secretary is responsible for the general administration of the Joint Aikikai Council (JAC).  The General Secretary shall therefore:

· Assist the Chair in representing the JAC to or on outside bodies. 
· Assist the Committee to maintain full contact between the JAC its Officers and its Member Organisations.
· Take the Chair in the absence of the elected Chairperson at General meetings. 
· Delegate tasks to individual members where seen fit. 
· Ensure that the Minutes of the Standing Committee meetings are accurately written either by himself or by a suitably elected individual as Minutes Secretary. 
· Be responsible for keeping accurate records of all decisions made by the Standing Committees of the JAC and shall produce for the member organisations’ minutes of previous meetings for their ratification as a true record of all that took place.
· Liaise with Hombu with reference to:
· Visiting Shihan (JAC National Courses)
· JAC Policy (together with the Chair).
· Liaise with Coach Liaison Officer (CLO) regarding courses, records, minimum qualification requirements, newly qualified Instructors, newly immigrant Instructors. 
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