Branch Contact/Membership Secretary Role Description

Receiving telephone calls & returning calls left on answer phone or leaving messages 

Receiving emails and replying to emails 

Listen

Ascertain nature of enquiry 

Provide details of activities, venue, etc

Obtain as much personal info as caller/mailer wishes to provide

Refer caller to helpline/HO if necessary

Explain nature of club/volunteers/parents staying/membership structure

Treat information in confidence

Observe email privacy/blind copies if required

Advise on reduced membership 

Send Explorers & NAGC info via post and email

Update records in enquiry list folder

Liaison with other branches: Bucks, East London, Kent via phone, email and post

Updating membership records – renewals & lapsed 

Check lapsed members – oversight? Reason? 

Obtaining stationery incl. labels, compliment slips etc. from Head Office.

Liaise with Head Office on database, change of membership details etc.

Sending membership information via post and email

Mailing list updates

Post book updates

Producing report for AGM

Annual Herts database information

Downloading & printing out membership forms from website so they are available at meetings

Welcome letters to new members.

Greet new members, check OK during meeting and thank upon departure.

Miscellaneous

Researching, designing and printing word searches, puzzles, etc 

Liaison with members disseminating information by phone, post & email

Updating membership of organisations relevant to NAGC:

Sapere, RSC, Hobbies, Opitec, Rapid Electronics, South Bank, Child Ed, Scrap Bank etc.

Library visits for information table leaflets

