SARUM ORIENTEERING CLUB
MEMBERSHIP SECRETARY – JOB DESCRIPTION

JOB TITLE:


Membership Secretary


RESPONSIBLE TO:

The Club Committee

SKILLS REQUIRED:

· Good admin skills

· Well organised

· Able to keep records

· Honest

· Good people skills
· Motivated & Enthusiastic
· Flexible
· Prepared to give time commitment

JOB PURPOSE:

1)   To be the first point of contact between potential members and the club.

2)   To keep an up to date record of all members and their details.
MAIN DUTIES: 
1) To send a welcome membership pack to all new members.
2) To record all members’ names, addresses, e-mail, D.O.B. etc.
3)
To give regular updated list of members and contact details to committee members as appropriate.
4)
To collect and record annual subscriptions and fees and liaise with the Treasurer.
5)
To keep records of membership numbers.
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