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QUEENSLAND 

BADMINTON 

ASSOCIATION Inc. 

 

 

Position Description - Secretary 

 

Position Title 

Secretary. 

 

Status 

Elected Board Member and Office Bearer of Queensland Badminton Association Inc. (QBA) in 

accordance with the QBA Constitution. 

 

Volunteer Position 

This is an elected volunteer position.  

 

Board Members of Queensland Badminton Association Inc. are not employees and do not receive 

remuneration for undertaking Board duties.  

 

Reasonable expenses may be reimbursed in accordance with QBA policies and Board approval.  

Candidates should carefully consider the time commitment associated with this role before 

accepting nomination. 

 

Purpose of the Position 

The Secretary is responsible for supporting the effective governance, administration and operation 

of Queensland Badminton Association Inc. 

  

Working closely with the President, Treasurer and other Board Members, the Secretary assists the 

Board to meet its constitutional, legislative and strategic obligations and serves as a key point of 

contact for members, affiliated organisations, Badminton Australia, government agencies and other 

stakeholders. 

  

The Secretary is a Board Member of QBA and shares collective responsibility for the strategic 

leadership, governance and future direction of badminton in Queensland. 
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Key Responsibilities 

Governance and Compliance  

The Secretary shall: 

• Assist the Board to operate in accordance with the QBA Constitution, By-Laws, Policies and 

applicable legislation. 

• Coordinate Board and General Meetings in conjunction with the President. 

• Prepare and distribute meeting notices, agendas and supporting documentation. 

• Record, maintain and distribute Board and General Meeting minutes. 

• Maintain governance records, registers and organisational documentation. 

• Assist with Annual General Meeting administration and Board election processes. 

• Maintain organisational policies and governance documents. 

• Support good governance, transparency and accountability throughout the organisation. 

 

Board Administration  

The Secretary shall:  

• Coordinate Board communications and administrative processes. 

• Maintain Board action registers and records of resolutions. 

• Ensure Board decisions are appropriately documented and communicated. 

• Support the implementation of Board decisions and strategic priorities. 

 

Membership and Affiliate Support  

The Secretary shall:  

• Support the administration of membership and registration systems. 

• Assist affiliated clubs and regional associations with administrative matters. 

• Support the onboarding of new affiliated clubs and associations. 

• Maintain effective communication with affiliated organisations. 

• Assist in maintaining membership records and organisational databases. 

 

Stakeholder Engagement  

The Secretary shall:  

• Act as a key point of contact for correspondence and enquiries. 

• Liaise with affiliated clubs and associations. 

• Support relationships with Badminton Australia and other sporting organisations. 

• Liaise with government agencies, local councils and funding bodies as required. 

• Support communication between QBA and key stakeholders. 
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Integrity and Complaints Administration  

The Secretary shall:  

• Assist with the administration of complaints, disputes and integrity matters. 

• Maintain confidential records relating to disciplinary and integrity matters. 

• Support compliance with the National Integrity Framework. 

• Assist the Board in ensuring procedural fairness and good governance practices are 

followed. 

 

Operational Support 

Recognising that QBA currently operates through a volunteer Board, the Secretary may assist with 

operational activities as determined by the Board, including: 

• Representative team administration; 

• Event and competition administration; 

• Membership administration; 

• Stakeholder communications; 

• Government and funding administration; and 

• Other organisational priorities. 

 

Strategic Leadership Responsibilities 

As a Board Member of QBA, the Secretary shall:  

• Contribute to the development, implementation and review of the Strategic Plan. 

• Participate in Board decision-making and governance activities. 

• Act in the best interests of QBA and its members. 

• Promote the growth and development of badminton throughout Queensland. 

• Support the achievement of QBA's strategic objectives. 

 

Current Operation Environment 

Queensland Badminton Association currently operates through a volunteer Board with limited 

administrative support. 

  

Accordingly, Board Members may undertake operational and administrative responsibilities in 

addition to their governance duties to ensure the effective operation of the Association. 

  

The Board is committed to strengthening governance structures, increasing volunteer participation 

and developing committee structures to support the long-term sustainability of the Association. 
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Key Relationships 

Internal 

• President 

• Treasurer 

• Board Members 

• Committees and Working Groups 

• Affiliated Clubs and Associations 

• State Team Officials 

• Members 

External 

• Badminton Australia 

• Sport and Recreation Queensland 

• Local Government Authorities 

• Funding Bodies 

• Sport Integrity Australia 

• Other Sporting Organisations 

 

Person Specification 

Essential 

• Strong organisational and administrative skills. 

• Excellent written and verbal communication skills. 

• Sound governance and record-keeping skills. 

• Ability to manage competing priorities and meet deadlines. 

• Strong interpersonal and stakeholder engagement skills. 

• Ability to maintain confidentiality and handle sensitive information. 

• Competency in Microsoft Office and online administration systems. 

• Ability to work effectively within a volunteer organisation. 

 

Desirable 

• Experience as a Board Member, Secretary or committee member of a sporting organisation. 

• Experience using RevSport or similar membership management systems. 

• Knowledge of the National Integrity Framework. 

• Understanding of the Queensland sporting sector. 

• Experience working with government agencies and grant programs. 

• Experience in event, competition or representative team administration. 
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Compliance Requirements 

The Secretary must: 

• Hold or be eligible to hold a current Queensland Blue Card. 

• Comply with the National Integrity Framework. 

• Comply with the QBA Constitution, By-Laws, Policies and Procedures. 

• Maintain confidentiality of Board and member information. 

• Declare actual, potential and perceived conflicts of interest. 

• Act in the best interests of Queensland Badminton Association Inc. 

 

Estimated Commitment 

The time commitment will vary throughout the year depending on organisational priorities and 

activities. 

  

Candidates should expect: 

• Monthly Board meetings. 

• Attendance at the Annual General Meeting. 

• Participation in Board workshops, planning sessions and committees as required. 

• Additional time to undertake governance, administrative and operational responsibilities. 

  

This role requires a regular and ongoing commitment and is suited to individuals who are passionate 

about supporting and growing badminton throughout Queensland. 
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