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Sport England supporting clubs and volunteers



Role Outline: 
Membership Secretary

The role of the Membership Secretary is to manage all aspects of membership including administration, liaison with members, and liaison/negotiation with insurance company as well as dealing with any insurance claims.

Responsible to: Committee               Responsible for: (as appropriate)
	Main Duties
	Skills Required

	· Collect and acknowledge all membership subscriptions.

· Keep records of paid up members.

· Liaise with Treasurer on financial aspects.

· Liaise with coaches and registration secretary to ensure players/athletes are paid up members.

· Negotiate/deliver cost effective benefits package.

· Ensure regular communication with paid up members.

· Help recruit new members and chase up lapsing members.

· Deal with insurance matters including any claims.
	· Great organisational skills 

· Good Management skills

· Confident with good leadership skills

· Good listener and effective communicator

· Approachable and Friendly

· Ability to manage a membership database


The Commitment we are looking for

Approximately (2) hours per week during the season, with additional time pre-season to send out and receive membership subscription forms. You will need your own IT equipment. The term of office is a minimum of 1 year, starting on (date 2 months pre-season).
Our Commitment to you

We pay (or do not pay), your expenses in accordance with our expense policy (give details).  Where possible, mentoring and/or training will be made available (give details of any mentoring/training).  We will provide you with past membership records (database) and filing facilities as appropriate.

Other Resources Available

The runningsports website (www.runningsports.org) has useful resources including Quick Guides “The Role of the Secretary”, along with other downloadable Role Outlines, Top Tips (see Promoting and Marketing your Club), and information on available training including workshops and workbooks.  Alternatively telephone the runningsports Hotline on 0800 363373.
