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         Treasurer Assistant / Administrator
                          Job Description





Main Responsibilities:
· Allocate payments received in club bank account to member accounts
· Apply invoices to member accounts for home and away meets and other items as required
· Monitor member accounts and chase for any unpaid fees
· Provide Treasurer with monthly breakdown of money received in club bank accounts

Time Commitment:
· 3-4 hours during the first week of the month, 1-2 hours per week after this
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