STEYNING AC TREASURER

JOB DESCRIPTION

The Treasurer’s role is mainly one of dealing with the payments and bankings that are required on a regular basis.  The information this generates is then compiled into monthly accounts for presentation to the Club committee.  The Treasurer needs to be available to club members on at least one training night every week.

Banking cheques and cash on a regular basis
Money is generated from several sources and needs to be collected regularly from the clubhouse:

a. Training night subs paid in cash and kept in the tin in kitchen drawer.

b. Income from the sale of club kit.  This will come either directly from club members or via Joan Lennon who orders kit from Swimshop and ensures that all members have paid for what they order.

c. Annual subscriptions.  See note below on the role of Membership Secretary which could be a separate role.

d. Race entry fees.  These will be collected by various race organisers and handed on for banking by the Treasurer.

e. Swim fees.  These will be collected by one of the members who attends swim sessions.  This member will ensure that all are up to date with their swim fees.

f. Sundry other amounts throughout the year.

Payment of Club bills

This is done by cheque.  Club cheques require two signatories – The Treasurer, D Stevens and M Coleman are account signatories.

a. Utility bills which need to be checked for accuracy and cheques written.

b. Cheques for affiliation fees to local and national sporting bodies of which we are members.
c. Reimbursement of amounts paid out by Club members.  These will normally have been agreed at committee if of a significant amount.  Members will usually discuss this with you on a training night.

d. Monthly swimming pool hire bills.  These need to be checked for accuracy and paid before the month to which they relate.

e. Cheque for the clubhouse cleaner.  She is paid an amount of £12 per visit and she notes her visits in a notebook in the kitchen drawer.  She also buys some cleaning supplies and will note this in the book as well.

f. Various other amounts as they arise through the year.  Again club members will ask you at training nights.

All of the above need to be recorded in and the paperwork filed so that monthly accounts can be prepared.  At present the records are kept on Excel spreadsheets.

Other jobs

a. Deal with Halifax fixed rate saving account.  Annually renew or withdraw as agreed at committee.

b. Deal with the Standard Life online savings account.

c. Respond to queries as necessary.

MEMBERSHIP SECRETARY

JOB DESCRIPTION

Currently this role is carried out by the Treasurer but it could be treated as a separate role and done by a different person.  Full club subscriptions are payable by members who take part in races or attend training sessions. It would be useful for the membership secretary to be aware of who should be paying subscriptions to ensure that everyone is adequately covered by club insurances.
a. Maintain the membership records. This is done on an Excel spreadsheet with a file for written application forms.

b. Receive application forms from new members and present at committee for approval.

c. Ensure payment of subscriptions is up to date, chasing those who have not paid.  The membership year runs from 1st October.
d. Pass subscriptions money to the Treasurer for banking.

e. Maintain the club member database of England Athletics.  This is done annually as at 31st March when the membership levy as calculated.
f. Maintain the club member database of England Athletics throughout the year.  Technically this should be done every time a relevant new member joins the club but in practice can be done every few months unless the member urgently needs an England Athletics registration number for entering races.
