NEW MEMBERS’ SECRETARY
JOB DESCRIPTION

1. Compile New Members’ Starter Packs, comprising of:

i. Covering address note

ii. Wednesday Programme

iii. Two maps of the WGC & Hatfield venues

iv. Membership Application form

v. Gift Aid Declaration form

vi. Return envelope addressed to the Treasurer

vii. Newsletter

viii. A5 U3A white envelope

2. Keep a good stock of above forms and reorder, via Membership Secretary, when you need to replenish stock.

3. Receive applications for Starter Packs.  Send out starter pack on request.

4. When you receive a request for starter pack, email welcome reply to applicant advising when it is being posted to them via second class post.

5. Update manual list of applicants for packs

6. Update Excel database with details of applicants

7. Advise Membership Secretary, prior to every Committee meeting, with full details of applicants (email a copy of the Excel database) so that she can confirm at Committee who has responded to the pack and joined U3A
8. Attend monthly Committee Meetings

9. Attend New Members’ coffee mornings 

Jill McKinnon
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