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Sherborne Bradford Abbas Camera Club

Committee and Membership Secretary / Other

JOB OVERVIEW
The Secretary/Membership Secretary is responsible for the administration of the club, and the procedure for new members and a willingness to help out as necessary with any club activities.

Committee Meetings
There are normally five a year:  

Prepare the agenda for approval by the Chairman, checking actions from previous minutes have been taken to record as much as possible in advance under “Matters Arising”.
· Take minutes of meetings
· Submit draft minutes to Chairman for approval
· Circulate to the committee
· Keep a hard copy on the file

AGM

This is held in September.

1.	The Committee meeting in July is largely to finalise AGM matters.  Therefore documents need to be prepared and circulated in good time for the meeting so the committee can discuss . These are:

· Notice to Members
· Agenda
· Minutes of previous AGM
· Annual Report
· Annual Accounts and Report (provided by the Treasurer)
· Order of Play for Committee

	The Annual Report is drafted by the Committee Secretary for approval by the Chairman .   It is then circulated to the committee for amendments prior to the July meeting.  It is therefore necessary to make a note of events throughout the season that will need recording in the annual report such as competition winners, deaths, etc.

2.	At the AGM
 
· Provide a list to the Chairman of those who have sent apologies.
· Make approx. 15 hard copies of the agenda, minutes of the previous AGM, annual report and summary accounts, all to be left on seats for members to read
· Count how many members attend the meeting.
· Record Minutes including names of proposers and seconders of motions.
· Record the time the meeting starts and ends. 
· If approved send a copy of the Annual Report to SBACC Website Assistant to upload to the website.

SBACC Documents to be kept updated by Committee Secretary	
· Competition Rules*
· Competition Trophy Winners*
· Constitution*
· Job Descriptions
· SBACC Passwords*

A copy of these are on a USB stick held by the secretary.   Occasionally they are amended.  Should this occur, those documents with an asterisk should be circulated to members by e-mail.  Competition Rules, Trophy Winners and Constitution should also be sent to the Communications and Media Officer for uploading to the website.  Stick should be updated.

Membership
· Respond to any enquiries from the website either answering direct or forwarding to appropriate committee member.
· Supply membership form to potential new members.
· Add new members details to membership list and arrange for incluson in WhatsApp group.
· Circulate membership list to all members each time there is an amendment.
· Ensure new members are introduced to Chairman at their first meeting.
· Issue membership cards to new members.
· Following the AGM send reminders to those who have not renewed membership.
· Maintain the spreadsheet of new members/resignations.
· Keep the committee informed of any serious membership issues (illness etc).
· Issue cards on behalf of the club where appropriate (eg condolence/get well).

Other

Coffee
· Purchase biscuits and milk for each meeting and replenish other items as necessary
· Take all dirty items home for washing and retain with equipment between meetings
· Ensure roster for helpers is completed and put out at each meeting.
· Set up coffee facilities with the help of assistant at each meeting.

Marketing
· Design fliers for those meetings open to the public.
· Distribute hard copies to selected locations.
· In consultation with other committee members, place adverts in various publications.
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