HYTHE (SOUTHAMPTON) SAILING CLUB


Committee Tasks

House Secretary

Description:

This can be a single or shared Sub - Committee position with re-election after the first year, usually unopposed.  Reporting is to the Vice and or Rear Commodores.  The normal qualification is to have a general interest in the social activities of the Club, especially the requirements of running the bar and or galley, and may have held a position on the Main Committee or Social Sub Committee.

Purpose:

To assist in the successful running of social activities of the Club, to include helping to ensure that any longer-term social aims of the Club are met.  The position can be split between Galley or the Bar.  Both need to be run professionally, hopefully without making a loss.

Main Tasks:

· Ensure that Galley and or Bar Staff complete and maintain the required statutory records re. Health & Hygiene Regulations;

· Liaise with the Bar and or Galley Staff and volunteer members to agree working hours/days etc;

· Check timesheets and pass this information to the Wages & PAYE Clerk. (Monthly);

· Check Invoices for pricing errors and organise credits when necessary;

· Control bear/spirits soft drink and food wastage by discussing menus and food quantity ordering with Chef and ensuring what members like to drink;

· Liaise with the Bar and or Galley suppliers to achieve the best price and quality available;

· Liaise with Social Secretary, Bar staff and or Chef on Club functions as well as Private Functions and ensure that pricing of same are viable;

· Where necessary, applies for events licence (liaising with the Club’s Hon. Secretary) from the Council, (the Club is allowed 12 events licences a year);

· Check that Menu prices are viable against Invoices and other costs;

· Report any equipment failure to Maintenance Sub-Committee and arrange repair or replacement;

· Check weekly Bar and or Galley reports for turnover and viability against costs and pass to Hon. Treasurer as soon as possible

· Liaise with Club members using the Bar and or Galley and determine their satisfaction level;

· Report any Staff problems at once to the Flag Officers and endeavor to resolve as soon as possible;

· Arrange with the Social Secretary for any advertising needed to replace Staff via the Flag Officers;

· Liaise regularly with all concerned with the successful and viable running of the Bar and or Galley;
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House Secretary

Cont.

· To ensure that all notice boards with regard to the Bar and or Galley functions are kept up to date.

· To be friendly and sociable to all members on a regular basis and resolve any problems.

Newletter/Web page:

Keep members informed of any changes to the Bar and or Galley service via the Newsletter and web page and posters within the Club;

Meetings:

Attend the Social Sub-Committee and House Sub-Committee meetings with Sub-Committee members and ensures minutes are taken.

Budget:

Keep up to date accounts on expenditure, where applicable, to help prepare next year’s budget;

To hold a small amount of petty cash (up to the value of £500) so that Sub Committee members do not go out of pocket when purchasing necessary items and to keep an account of minor expenses;
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