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Role

To administrate all aspects of Club membership and ASA membership

Skills

· Well organised and efficient

· Familiar with members

· Basic numeracy

· Ability to motivate

Main Duties

· Ensure members ASA status is correct on the database and download reports as required

· Download reports contain data about poolside helpers and their qualifications as necessary

· Ensure all annual fees are collected and passed to the Treasurer

· Ensure payment of the ASA annual fee occurs promptly

· Ensure all required ASA Registration forms are completed and passed to the ASA

· Keep accurate records of payments received

· Ensure that all members receive their ASA membership cards

· Follow and promote the ASA child protection policy

· Ensure someone is available to talk with members/prospective members about membership queries at the Club desk on a Monday night

· Provide forms, log books and verbal information for new members

· Ensure new member data is entered onto the Club database when member joins

· Issue members with Club database password and instructions on database use

· Ensure squad lists on the Club website and database are kept up to date 

Commitment 

Ongoing weekly responsibility, committee meetings plus 2-3 hours per week

Benefits to Self

Contribution towards a well-managed club and an opportunity to make a real difference to the success of your club

Name of Officer:  ________JANE GEANY___________________________

Signature:  

Officer    
   ____________________________
Date:  ____________

Chairperson ____________________________

Date:  ____________

