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Membership Secretary

	Main Purpose of the Role
	To effectively manage and deliver the team’s coaching sessions and programmes

	Hours Per Week (Approx)
	4

	What you Will Be Doing
	· Attend committee meetings where necessary
· Collect and record annual subscriptions and fees
· Notify those who have not paid
· Ensure all money is forwarded to the treasurer
· Keep up to date records of all members including names, address and any health conditions
· Ensure all new members are properly welcomed and inducted into the club
· Communicate effectively with the membership
· Act as a contact point for potential new members
· Keep and manage all personal data in line with the Data Protection Act

	Equipment Provided to you by the club
	

	Equipment you will need to source yourself
	

	Ideal Qualifications (Please note, these are not mandatory for the role and can be gained when in post)
	

	Desired Skills
	Organisation skills
Communication skills
IT literate
Approachable

	Expenses Paid
	

	Training Available
	

	Where the role will be carried out
	Name of Facility 
Address

	Who will need updating about issues within the job
	Chairperson
Committee
Managers/Coaches
League officials

	Selection process
	Any persons wishing to take on this role will be required to complete a criminal record check

	Interested in Getting Involved?
	Contact:
Name:
Phone Number:
Mobile Number:
Email Address:
Position at the Club: 




















Affiliated to The Oxfordshire Football Association
image1.jpeg




image2.jpg




