
Horsell Bowling Club Job Description   
Membership Secretary       

AGM November 2025 

He/she 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 informing the Website Manager, Secretary & the Treasurer of any 
membership changes during the year. Also advise Peter Chowney so he can update 
his records. 
 
Review and issue agreed renewal paperwork to the membership 2 weeks prior to the 
renewal night in March. Use the forms that are on Google drive and update yearly.  
 
Attend Renewal evening in March to assist the Treasurer and Committee members. 
Print copies of paperwork to have ready on the night. 
 
Check and process renewal membership forms. Work with the Treasurer to ensure 
payment has been made following receipt of renewal paperwork. Once completed 
send details to Website Manager, Secretary and Peter Chowney to update the 
Membership records and update the Google drive with the relevant changes. 
 
Open Day preparation with the Committee. Review and agree Open Day paperwork 
from the Google drive with the Committee, at the Committee meeting prior to the 
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. Arrange for email to go out 
requesting volunteers. Attend Open Day. Take payments if anyone signs up. Make 
sure names and payments are recorded onto Google drive.  
 
Arrange and attend the new bowlers Welcome Meetings, along with the Treasurer, 
or another Committee member or Club Member to go through their membership 
telling them about the Club, complete any paperwork and make sure payment has 
been made. Send all the information to them in advance of the meeting and ask the 
Website Manager to add them to the website. Make sure names, payments and 
other information is recorded onto Google drive.  
 
Key management: arrange for the cutting of the Clubhouse keys as and when 
needed especially for the new members who join after Open Day. Keeping the key 
records up to date on the Google drive. Arrange to get keys back from members who 
have left and ask the Treasurer to refund them their deposit.   
 
Organising purchase of new members keys and Club badges 
 
 
HE/SHE MAY DELEGATE AS NECESSARY 

 


