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CLUB SECRETARY
1. ROLE AND RESPONSIBILITIES

1.1 The primary role of the GT4DC Club Secretary is to manage all aspects and associated tasks relating to Club Membership.
1.2 Responsibilities include, but are not limited to:
· Management of all correspondence regarding GT4 Drivers Club new members and renewals.

· Deposit of received membership fees into the Club bank account within a reasonable time scale.

· Provision of a record of all payments received and deposited as part of the Membership Process to the Club Treasurer.

· Active management of all aspects of membership details (new and existing) within the GT4 Drivers Club Membership Database.

· Periodic provision of a duplicate copy of the GT4 Drivers Club Membership Database to the Club Treasurer for off site back up and Club Management/Administration purposes.

· Management of the security of personal information of GT4 Drivers Club Members.

· Management of stock for contents of the GT4 Drivers Club Welcome Pack. 

· Management of membership renewal invitations (to be dispatched by email each March).

· Active management of all membership queries within a timely manner.

2. GENERAL DUTIES

2.1 Attendance at GT4DC Committee meetings.
2.2 Moderation of the GT4DC Forum.
2.3 Maintenance of a professional image for the GT4DC, on line and in person.
2.4 Active promotion of the Club at Club hosted and National Events.
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