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APPENDIX 1    PAID SECRETARIATE (see Chapter 10) 

Justification to employ a paid Secretarial Service under the direction of South African Masters Swimming. (SAMS) 

 
Overview: 
South African Masters Swimming (SAMS) Management Committee has for many years operated on a voluntary basis for its 
office bearers, the secretarial function being one of them. There are two considerations here, the first being that SAMS is a 
voluntary organization and has been run purely by volunteers for Masters swimmers. The second and opposing consideration 
is the growing awareness that in order to provide a better service level and grow Masters, more time needs to be spent on 
communicating with members in the form of more newsletters and improved contact with member’s amongst others. 
Most regions appear to struggle for persons/ swimmers to stand on this committee and this is due to a number of reasons, 
which will not be detailed here. KZN have proposed this motion to try, in some way alleviate this particular problem, and 
every region in the future will benefit from this decision.  
KZN want to give full justice to the administering of SAMS but do not have experienced members willing to assist with the 
duties involved.  
Numbers are dwindling and this proposal aims, to not only assist, in sustaining the ongoing survival of Masters Swimming in 
SA, but to greatly improve the general administration of the association, so that new members are encouraged to join.  
Sport has become a professional business worldwide and image is important.   
This being so, a proposal was put to the SAMS committee at Nationals to employ a paid secretary in order to enhance the 
service of SAMS committee to its members. 
 
Aims: 
The aim of this document is to justify the proposal of employing a paid secretary for South African Masters Swimming 
(SAMS). 
 
Objectives: 
The main objectives regarding the proposal are: 

 

 What hours will the job demand? 

 Remuneration methods  

 Terms of Employment 

 Secretarial Duties. 

 Means by which additional cost will be recovered.      

 Location.  

 Most likely candidate. 

 Benefits to Regions/ Swimmers 

What hours will the job demand? 

Trying to estimate this time without personal experience is difficult as many of the tasks to be allocated to the Secretary have 
in the past been the responsibility of more than one/ few persons.  The tasks allocated are fairly wide spread and hours will 
depend on who does the job and how knowledgeable they are with Team /Meet manager etc. Willingness and ability are two 
critical factors to consider in the job incumbent. 
 
Remuneration Methods: 
Three choices face us here. 

 Firstly, an agreed fixed monthly fee equating to an agreed annual time period.   

 Secondly, remunerate on an hourly basis with the incumbent submitting time sheets based on work completed. This 
will require a level of trust from both sides but we will probably settle on accepting the secretary’s word as factual.  

 Thirdly, a solution mix of both. Start off on an hourly agreement until more is known regarding time demand and 
then settle with a gratuity payment on a monthly basis throughout the year.  

Terms of Employment: 

A contract to be drawn up in conjunction with Labour Laws and SARS requirements so that parties would be covered on both 
sides.  
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The person must be computer literate and an understanding of both Meet /Team Manager would be an added advantage at 
this late stage. 

Secretarial Duties: 

These duties can be broken down into three categories:- 
a) Secretarial and General 
b) Registrations 
c) Newsletters 

Secretarial and General: - 

 

 Correspondence related to SAMS which would include associations such as SSA,      
            FINA Masters, other national masters swimming associations, SAMSA, as well as   
           all the regions affiliated to SAMS in SA. This would include a variety of issues  
           e.g. World Champs, letters of registration, Gala Schedules, Programs, Winter  
           Challenge, SA short and long course Champs, posting of information, results etc to  
           the Web Master and Records Clerk as well as notifications of meetings and the  
           sending out of minutes etc. 
 

 Assistance to other SAMS Committee members in the execution of their specific  
            duties such as the organization of the SAMS Winter Challenge, including  
            preparation of forms, calculation of results, purchase and distribution of “Surprise    
            Gift”, the orchestration of the Short Course Champs and preparation and  
            distribution of the SC Certificates; and or amendments to the Constitution as  
            deemed necessary on acceptance. 

 Organisation of all SAMS meetings, including venues as well as refreshments. To  
            attend these meetings, take minutes at the meetings and ensure timely distribution  
            thereof. 

 Revision and updating of the SAMS Integrated Handbook (first published in April  
            2007 by Tshwane) and to provide updates to regions and clubs. 

 Work closely with the region organising Nationals, to ensure that all processes are  
            on track, and to establish the recipients of the 10/20 awards. To organise the   
            purchasing of these awards, proper packaging/ wrapping etc for presentation at  
            Champs. To liaise with the organising region as to when and how the award  
            ceremony would take place. 

 Ensure to the collection of all trophies, properly engraved for Nationals Assist in  
            the presentation of the trophies and other awards at Nationals. Maintain and  
            update the records of Trophy recipients. 

 Make all necessary arrangements for the acquisition of SAMS 10/20 year and  
            colours awards as decided by SAMS. 

 Maintain an inventory and register of holders of SAMS’ equipment such as PC  
            Notebook, software, and printer as well as banners and flags, trophies etc. 

 Filing and maintaining traceable records for the incoming committee every two  
            years. 

 Any other duties that the Committee may deem necessary form time to time. 

 All telephonic communication on a daily basis as is required. 

Registrations: 

 

 Establish a relationship with SSA to obtain information on their fees for an applicable season and the format in 
which data from SAMS it is to be received. 

 Compile and distribute all forms required for registrations. 

 Maintain a flow chart, which illustrates the registration process. 

 Maintain a SAMS’ organization chart showing regions, clubs and membership. This to be included in newsletters. 
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 Acquire and manage in conjunction with John Petersen all necessary software and software upgrades for both team 
and Meet manager, not only for SAMS but also to include the regions. 

 Assisted by John Petersen, to be the custodian of SAMS’ National Team Manager database. Update and maintain 
the various fields in accordance with SAMS’ and SSA’s requirements. 

 Liaise with regions, SAMS’ Treasurer and SSA during the whole registration process and period, as is outlined in the 
SAMS’ Integrated Handbook, Chapter 5, to ensure Registrations run smoothly and that there is always correlation of 
funds deposited with registered swimmers. 

 Work with regions towards achieving a paperless registration system i.e. to use the team manager programs that 
have been provided for all regions. 

 This work involves big numbers, anything between 600 and 700 members countrywide. 
 

  Newsletters: 
 

 Preparation and distribution of no less than four newsletters per annum. 

 Preparation would include relevant information obtained form the regions and /or clubs for Masters swimmers both 
in SA and world wide, but can be general information from the world of swimming. Other information would be 
taken from both SAMS and regional meetings providing all swimmers with current updates etc. It would also include 
research of various sporting magazines, and relevant swimming websites to retrieve motivational and other subject 
matter of interest to the swimmers. 

 The inclusion of photographs, gala results, record breakers, snippets and fun activities is always a highlight in the 
newsletter. 

 On completion, the newsletter needs to be forwarded to the SAMS committee for approval before distribution. 

 Distribution to be done electronically via the regions and clubs for members on email, and through the post only for 
those members not on email. 

 Usually about 70/80 hard copies required, person required to arrange printing and posting directly to these 
members countrywide. 

 
Means by which cost of employing a Secretary will be recovered: 
The cost of providing this service to SAMS is estimated at R30000 for the full year. 
There are currently 656 members as per John Petersen’s recent count. Based on the assumption that this figure will remain 
static for the next year, we will need to increase fees by an additional R50 per person this season. Not a huge amount to ask 
for an increase in service levels. 
Broken down this extra R50.00 works out at 0.136cents per day! Not even 1cent a day for the privilege.  
The only implication to swimmers would be a R50.00 extra cost per season for reliable, continual services rendered. 
 
Benefits to Regions, Clubs and Swimmers: 
 
There would be continuity of SAMS from region to region as the Secretary could remain   
 in the position, no matter which region was hosting the SAMS committee. 
The handover of SAMS from one region to another would be smooth and without   
 problems, as experienced in the past, because the same person could continue in the  
 position. 
Regions will no doubt be far more willing to accept the responsibility of SAMS committee for the two years know that there 
is this continuity. 
There will be more time for other committee members to perform their own duties and they would not have to carry the 
secretarial duties, as has happened in the past. 
Members would have a reliable service and all functions listed would be covered in the expected time.  
Correspondence would be handled immediately and clubs / regions will be ‘in the know’ all the time, as it will be easy to give 
regions feedback from meetings etc. 
 
This would also save many wasted hours of meaningless correspondence, phone calls etc between regions and SAMS. 
This position will enable all regions, clubs or individuals free communication with SAMS in the knowledge that, what ever the 
query etc it will be handled immediately.  
Data would be kept up to date on a regular basis. 
Information will reach the Webmaster and records clerk timeously so that they too, will be on top of their duties. 
This position would become the Masters Swimmers  ‘support system’ throughout SA and all areas would benefit from this.  
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Location: 
The person concerned could be based anywhere in South Africa but initially in Durban as SAMS is now being run in KZN. One 
point needs to be clarified here and this is the fact that this person could remain in the job no matter which region was 
organising SAMS. 
This would provide for continuity throughout SA and would do away with the different regions taking over blindly when their 
turn came about. 
There are also some regions that do not have the membership to handle this committee and so this would therefore provide 
a huge support system for those regions and each region in SA could then take their turn of running SAMS. 
If this happened each region would only have to do a period of two years every approximate 12 years. 
The fact that, so much excellent work was put in by Tshwane during 2005/6 and then when Gauteng took over for 2007/8 it 
was as if SAMS was not functioning, as there were insufficient members to take on the load. 
 
Most likely Candidate: 
The person KZN has approached has had many years work in gala organisation at every level. She is well trained and 
extremely competent on both Meet /Team Manager. She has worked for KZN Swimming and she is well known to the KZN 
members, as well as some of the past SAMS committee members. She has already worked with John Petersen and Terry 
Downs. She provided five star entries and results for Nationals in 2008. She is an approachable person with whom any one 
will be able to work and deal with. She herself is not a master swimmer but her husband joined last year. She has been 
approached by Tshwane to run the computer side of the 2010 Nationals in Pretoria and has already accepted that position. 
 
 
Conclusion: 
It must be categorically stated, that this proposal, put forward by KZN Masters Swimming Association, is done with no hidden 
agendas, or for any purposes of self- enrichment or empowerment what so ever. 
This proposal is a sincere attempt for SA masters swimmers to come to terms with the fact, that if they want their main 
organising body to be competent and efficient in the administering of the duties required by them in the future, then we 
need to move on and find effective ways to enhance this, so that the image we present is professional, consistent, is 
permanent with long term goals in mind and conducive to the growth of Masters swimming in South Africa.  
 
It is all very well to say that regions have managed to run this committee effectively, without any one in the above position, 
but if we look at life’s pressures nowadays, people are finding they are unable to give of their services any more, (due to 
many reasons we all know) or because they have been on committees in the past and are no longer interested in assisting.   
We cannot rest on what has gone in the past, we need to move on and do what is best for Masters Swimming in the future, 
so that we progress as a thriving, enthusiastic, well administered sports group that any member would be proud to belong 
to. 
Let’s keep the “Fun, Fellowship and Friendship” without allowing committee work, on any level to get us down, and we lose 
site of what we stand for! 
May I leave you with a thought? Here’s a quotation from Wayne. W. Dyer. “When you change the way you look at things, the 
things you look at change” 
 
 
Roland Heuff 
President SAMS 
082 900 3183 
 
 


