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Role Description: Affiliation Secretary
The primary role of the Affiliation secretary is to complete administrative requirements to enable the club to be an England Athletics affiliated club. To process club members affiliation applications with England Athletics within the required timescales.  
Typical responsbilities:
· Circulate details on Affiliation application deadlines and membership benefits
· Keep the committee informed of  England Athletics  affiliation requirements and standards
· Be the first point of contact for affiliation enquiries from club members
· Process affiliation applications 
· Keep England Athletics club portal up to date 
· Ensure the club applies for and receives its London Marathon club places entitlement 
· Arranging handover or succession planning for the position 
· Taking responsibility for personal conflicts of interest and declaring, recording and managing these appropriately 
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