ROLE DESCRIPTION

MEMBERSHIP SECRETARY/
DATABASE ADMINISTRATOR

	Main purpose of the role: Membership Secretary/ Database Administrator

	The Membership Secretary
	will be responsible to management committee

	And responsible for ensuring all members have joined and paid their registration fees and that the database is up-to-date.

	Tasks will include: 

Annually – In conjunction with the club treasurer, collecting club membership fees and ensuring members are registered with WASA and NWASA. Ensuring all membership paperwork is up-to-date.
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Monthly – Maintaining desk box and providing entry fee sheets. In conjunction with club secretary, responsible for maintaining an up-to-date database of club members. Maintaining contact with lapsed members and those that have not attended club training sessions for a while. Provide club coach and membership secretary with an up-to-date register of members.
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Weekly – In conjunction with club treasurer, responsible for collection of training fees. Along with club secretary, to keep club members informed of forthcoming events etc.  

	Other relevant information 

Liaison within the organisation. Liaise between members and executive on membership matters..
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Liaison external. With WASA and NWASA. 

	Estimated time commitment 

0 – 2 hours a week.

	Term of the role

1 year

	Out-of-pocket expenses 

Postage, stationery.

	The post offers the holder the opportunity to:

Develop administrative and liaison skills.

	Special conditions: 




