HYTHE (SOUTHAMPTON) SAILING CLUB


Committee Tasks

Maintenance Secretary

Description:

This is a General Committee position with re-election after the first year.  Reporting is to the Rear Commodore.  The normal qualification is to have an interest in general maintenance tasks, with possible additional competences in general building work and dealing with electrical, plumbing and carpentry problems, and/or has had previous experience of this type of job.

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 any maintenance issues related to the Club House and parts of the compound not covered by the Moorings and Pound Sub Committee. Many tasks may be linked to other Sub-Committees.

Main Tasks:

· Ensure that Club House and compound is maintained to required statutory regulations and legislation;

· Ensure that all necessary equipment that requires regular or annual statutory checks are completed on time;

· Ensure that the Club House and its rooms are kept in good condition;

· Liaise with the House Committee, Bar, Galley Staff and cleaner where problems may arise, ensuring the building is kept clean & tidy;

· Deal with reports and any equipment failures and arrange repair or replacement;

· Ensure the Clubs Fault Book is updated;

· Liaise with and organise Club members on tasks that need to be completed within the Work Party scheme;

· Report any major problems to the Flag Officers/General Committee and endeavor to resolve as soon as possible;

· Plan for future improvements/projects so that the Sub Committee is not ‘fire-fighting’ all the time;

Newsletter/Web page:

Keep members informed of any maintenance requirements via posters, the Newsletter and web page within the Club;

Meetings:

Attend the Maintenance Sub-Committee meetings with Sub-Committee members and ensures minutes are taken with the Rear Commodore.
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Budget:

Keep up to date accounts on all 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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