Job Specifications for Membership Secretary

1.   Maintain a database recording details of the current membership and of  its   

      Affiliated clubs.

2.   Co-ordinate the collection of annual subscriptions and club registration fees

3.   Update membership  and club registration forms

4.   Provide  officers of the association with information of members of  the 

      Association on a need to know basis in accordance with Data Protection 

      legislation   and rights to privacy.

5.   Co-ordinate the collection of details of UKPA and Club Officers for inclusion in 

      the yearbook

6.   Provide tournament organisers with a list of eligible players before a tournament

7.   Provide a list of members eligible to vote at the AGM

8.   Reply to membership enquiries from the UKPA website

