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E9 Membership Fee Tracking job description


	Role

	Responsible for tracking the monthly payment of squad fees by members to ensure the correct monies are received by the Club.

	Skills &/or Requirements
· IT literate - basic MS Excel knowledge
· Good organisational skills
· Attention to detail
· Good communicator
· Access to a Windows-based laptop or computer


	Main Duties
To undertake the following on a monthly basis:

· Reconcile actual squad fee receipts against forecast using a MS Excel report and Team Manager (club database)
· Investigate queries resulting from the above, i.e. contact members to determine reasons for discrepancies and resolve
· Generate a report on Team Manager on fees received, highlighting any discrepancies &/or on-going issues to the Committee

	Commitment
· Able to commit ~ 9 hours per month – flexible hours
· This is not a Committee role


	Beneﬁts to Self and Club
· Opportunity to deepen knowledge of the club and its membership
· Build on or develop administrative skills
· Contribution to ensuring sound financial management of the club and meeting its financial objectives

	Further Development Support
· Full handover and support to be provided by outgoing volunteer including training in Team Manager




Useful Websites
ASA webpage		www.swimming.org/asa
Sport England		www.sportengland.org
NSPCC			www.nspcc.org.uk
Volunteering England	www.volunteering.org.uk
CO-IT			www.do-it.org.uk
Volunteering Matters	www.volunteeringmatters.org.uk
Sports Coach UK	www.sportscoachuk.org
Hy-Tek			www.hy-tekltd.com
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