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MEMBERSHIP SECRETARY’S JOB DESCRIPTION

The role of the Membership Secretary is to support the Secretary and President by ensuring the
smooth functioning of the Club.

GENERAL RESPONSIBILITIES

To ensure the Club pursues its objective as defined in its Constitution

To safeguard the good name and values of the Club

To assist with the effective and efficient administration of the Club

To assist with the financial stability of the Club

To protect and manage the property of the Club and to ensure the proper investment of the
Club funds

[ To monitor the performance of other Committee members
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[ In addition to these duties the Membership Secretary should use any specific skills,
knowledge or experience to help the Committee reach sound decisions. This may involve
leading discussions, focusing on key issues, providing guidance on new initiative or other
issues in which the Membership Secretary has special expertise.

ADDITIONAL DUTIES OF THE MEMBERSHIP SECRETARY

Maintain a Database of Club Membership

Liaise with prospective Club Members and issue/collect/file Membership Application Forms
and Membership Cards

Collect and record Membership Fees and Club Admission Fees

Pass monies and records for Membership Fees and Admissions to the Treasurer

Report on Membership Status at Committee Meetings

Arrange payment and receipts for external speakers and judges

Sit on appraisal, recruitment and disciplinary panels as required
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MEMBERSHIP SECRETARY’S PERSON SPECIFICATION

Commitment to the organisation

Willingness to devote the necessary time and effort
Strategic vision

Good, independent judgement

Ability to think creatively

Willingness to speak their mind

Ability to work effectively as a member of a team
Organisational ability

Familiar with the use of databases
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