HYTHE (SOUTHAMPTON) SAILING CLUB


Committee Tasks

Hon. Membership Secretary
Description:

This is normally a Main Committee position with re-election after the first year, usually unopposed.  Reporting is to the Flag Officers.  The normal qualification is to have a general interest in the membership of the Club as a whole, and may have held a position on the Main Committee, or has had experience of secretarial type jobs.
Purpose:

To assist in the successful running of the Club, to include helping to ensure that any longer-term aims of the Club are met.  To oversee the Club’s membership details, invoicing and collecting monies from members.  To gain valuable knowledge on part of the Club activities, for a possible position as a Flag Officer.

Main Tasks:

To participate on the Main Committee by ensuring the following:-

Prepares report on membership numbers, and amount paid in and those not paid or who have left the Club, for ALL meetings, especially the AGM, and any other special meetings;

Maintain an up to date database of all membership details;
Ensure ‘Membership Application Forms’ are available behind the bar and for posting to prospective members;
Carry out the application process as detailed on the back of the application form, which is kept up to date;
Invoice new members and issue membership cards, club rules, keys to facilities and other relevant information;
Liaise with the Hon. Club’s Secretary and the Secretary/Treasurer of the Moorings and Pound Sub-Committee, over changes to membership details;
Liaise with the Secretary/Treasurer of the Maintenance Sub-Committee on members ‘work-party’ hours and calculates any necessary deductions from those member’s annual fees;

In January, issue invoices to the membership and send out receipts and current membership cards;
Committee Tasks

Hon. Membership Secretary
Cont.
Update the lists of members by:-

Boat - Make, Name/Sail Number and Surname
and make these available to Committee Members and in the entrance lobby for all members;
Review the Club Rules on membership, as necessary, and present any changes to the Rule Sub-Committee and or AGM or special meetings;

Attend AGM and register’s membership attendance;
KEYS:-
Keep keys to the Club’s main gate for issue to all members;
Keep master keys and spares to all locks and facilities at the Club;
Maintain a register of keys held by all Committee Members and Trustees;
Ensure keys are cut and locks replaced, as necessary.
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