Club Membership Secretary —
Role Description

Overview

To role of the membership secretary is to administer
the membership processes on behalf of Assheton Bowmen.

This involves:

Actions

e Actin the best interests of the Club, its members, and the sport of Archery (as defined by AGB) at
all times.

¢ Ensuring the membership form is kept up to date for issuing to members

e Ensuring all current members are issued with a new membership form for completion prior to
the end of the current archery year

¢ Supplying new members with the form and providing guidance on membership as required

e Communicating with committee members so that membership information is shared
appropriately (updates to the secretary etc.)

¢ Receiving completed membership forms and ensuring that the correct payment is made prior to
processing

¢ Updating the Archery GB portal on behalf of the club including the raising of invoices for new and
renewing memberships

¢ Updating Lancashire AA on behalf of the club including the raising of invoices for new and
renewing memberships

e Answering membership queries raised

e Keeping up to date membership records and associated management information ensuring that
this is accurate and reports are timely while adhering to data protection principles (data
encryption, deletion etc.)

e Maintain an email circulation list to support club communications and provide all or part
information access to valid parties as appropriate.

Limits of Responsibilities

The membership secretary has no access to club funds. At the discretion of the committee, it may be
agreed that the membership secretary has the ability to pay cheques into the club account but this
should normally be done by the Treasurer. At no point does the membership secretary have the
authority to withdraw funds from the club account.

Role Requirements
¢ Must be organised
e Literate in Excel, Word, Email management and external systems (such as AGB’s Portal)

e Good at communication

System Requirements
e Internet access
e Computer access (including scanner and printer)

e Excel and Word applications (or equivalent)

Reporting Lines
The membership secretary reports either directly to the committee or via the club secretary
dependent upon the request of the committee. This is to be agreed at appointment.
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