
SARUM ORIENTEERING CLUB
SOCIAL SECRETARY – JOB DESCRIPTION

JOB TITLE:


Social Secretary
RESPONSIBLE TO:

The Club Committee

SKILLS REQUIRED:

· Enthusiastic

· Well organised

· Approachable

· Confident and imaginative
· Ability to communicate with people

· Flexibility

· Honesty
JOB PURPOSE:

1) To organise/co-ordinate club social events
MAIN DUTIES:

1) To advertise events in Scan or on the web site
2) To organise venues and dates

3) To liaise with managers of venues
4) To collect in money
5) To hand the money to the treasurer who pays the bills
6) To keep a record of participants and money received
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