Role of U3A Membership Secretary
 
· Respond to enquiries from potential and current members.
· Collect completed membership forms, cash/cheques.
· Maintain updated database for appropriate committee use.
· Assist in organising annual renewal process and subscription collecting.
· Attend committee meetings and monthly meetings.
· Welcome new members and visitors.
· Signatory to bank account, authorising payments.
· Follow up those who have not renewed their membership.
· Liaise with the Treasurer and other committee members.
