Membership Secretary

Responsible to:

The Management Committee (A non-executive committee member responsible for co-ordinating all membership activities).

Aims & Objectives:

· To support the activities of Perth City Swim Club, and contribute to it’s development.

· To provide administrative support in respect of membership.

· To ensure effective liaison with parents, swimmers, Head Coach, Events & Training Secretary and Scottish Swimming.

Duties & Responsibilities:

· To liase with the Treasurer regarding all correspondence in respect of membership issues. 

· To collect annual SASA fees from all members.

· To check and complete SASA renewal forms

· To ensure all new members complete SASA forms as appropriate.

· To bank all SASA fees, squad fees and bus money received promptly.

· Bus fee collection.

· To liase with Treasurer and Event & Training Secretary to ensure payment of correct squad fees by swimmers.

· To issue letters to club members with any payment arrears (in conjunction with Treasurer).

· To maintain an accurate record of squad memberships and fees paid (in conjunction with Treasurer).

· To provide support on the Friday night table during the months of January & February.

