Dorking and District U3SA

Role Description — Membership Secretary

Responsibilities

Maintain the records and undertake the activities needed to ensure that the Dorking and District U3A
(“D&D U3A”) has complete, accurate and current details of its membership, including:

Membership database

1. Maintain and develop the Microsoft Access database of members' details

2. Evaluate, when requested by the Committee, alternatives to the current system.

3. Maintain the security of members’ personal information in accordance with all relevant data
protection provisions.

Recording of membership details

Maintain an email contacts list in dorkingu3a@gmail.com

Monitor dorkingu3a@gmail.com, responding to, and/or forwarding emails, as appropriate.
Process membership applications from the D&D U3A website and by mail.

Add new members' details to the membership database.

Update changed details as notified.

aghrwnpE

Subscriptions

Record subscription payments made in cash, by cheque and GoCardless.
Pay cheques and cash into the relevant D&D U3A bank account.

Chase unpaid subscriptions.

Delete non-renewed members annually in September,
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Reporting

Report subscription receipts monthly to Treasurer.

Report monthly new members to the Committee.

Distribute a membership list to the Committee when needed.
Report new members for Newsletters.
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Requests for information/enquires

1. Deal with ad-hoc requests from the Committee for information on members and statistics.
2. Handle membership enquiries by phone, email and via the D&D U3A website.

General

Prepare a members’ address list for the mailing of Third Age Matters.

Produce sign-in sheets for monthly meetings (new sheets every 6 months).
Organise new members' meetings (quarterly).

Recognise the collective responsibility of the Committee and abide by its decisions.

Recognise the confidentiality of matters discussed by the Committee.
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