Horsell Bowling Club Job Description
Membership and Website Manager

He/she shall:

Shall serve on the Management Committee. Write a report for the Committee meetings about what
you have done in between meetings, and send to the Secretary by the date requested.

Be responsible for keeping the Club website updated with any changes throughout the year. Try and
help any member who has an issue with the website.

Add any Member events to the website, that take place mainly in the winter, and remember to remove
them once they have taken place.

Enter all the fixtures to the website before the start of the season working with the Fixtures Secretary.

Add any fixtures to the website that come up during the season when asked by any
League/Competition organiser.

Be responsible for keeping the Register of Members document on the HBC Google drive up to date
with any changes.

Review and issue agreed renewal paperwork to the membership 2 weeks prior to the renewal night in
March. Attend Renewal evening in March to assist the Treasurer and Committee members. Print
copies of paperwork to have ready on night. Check and process renewal membership forms. Work
with the Treasurer to ensure payment has been made following receipt of renewal paperwork.

Update the members details on the website, especially after the AGM and Membership renewal night,
when most changes take place.

Review and agree Open Day paperwork with the Committee at the Committee meeting prior to Open
Day date. Ensure copies printed as required for the day. Work with the Coaching Manager to agree
Coaches present on the day and with the Committee to co-ordinate current members attending to
help.

Add any new bowlers details who join through the year to the website. Send them a welcome email
giving them their own individual User Name and password, ideally before their Welcome Meeting.
Update the Register of Members on the Google drive and inform the Secretary & the Treasurer of
their joining and being added to the website. Update Peter Chowney with any new member joining so
he can add to his list, which records date members joined and the jobs members have within the club.
Attend new bowlers Welcome Meetings, along with the Treasurer, or another Committee member or
Club Member to go through their membership and the website and ensure they can access their
account and show them how to use it. Make sure they know how to contact you with any
questions/queries they may have.

Add any new information to the website passed on or requested by the Committee.

Ensure the Policies on the website are up to date by checking them with the Committee.

Working with the Internal Competition Manager, update the internal competitions fixtures and results
on the website as needed.

Get in touch with our website providers HitSports when needed.

Organising purchase of new members keys and Club badges.

HE/SHE MAY DELEGATE AS NECESSARY

AGM November 2025



