Membership Secretary
The overall role of the membership secretary is to ensure that the membership records of the Club are maintained with accurate contact details.

General oversight of the membership records
· To maintain and update the lists of members and their contact details accurately (currently in Pianola)
· Report to NZB and the PNBC Committee (quarterly) on new members and resignations

· To liaise with the Treasurer to send out subscription renewals and to record and bank new and renewal membership subscriptions received
Qualities and Skills Preferred
· An eye for detail and accuracy
· Good communication and interpersonal skills.

· A willingness to be contacted on an ad hoc basis.

Time Commitment: The role of the Membership Secretary requires an estimated commitment of 2-3 hours per month.
Lessons Co-ordinator

· Organise tutor and assistant

· Apply for funding from NZ bridge?

· Decide on start date, check it matches club calendar so when students complete lessons they can move into the junior room.

· Discuss date and format with Hokowhitu club.

· Create advertising and ask session reps to distribute, advertise in club newsletter, ask club members to advertise in work places etc. 

· Advertise on Neighbourly and Eventfinda etc

· Contact interested people again to remind them of the start date a week prior.

· Organise someone (Lorraine) to deal practice boards and lesson materials.

· Order books for students from NZ bridge.

· Ask students to complete registration sheet with contact details, take payments and issue receipts.

· Communicate additional resources available on you tube (Jane Stearns) and NZ bridge.

· Organise buddies for students to play with for first month in junior room.

· Discuss upcoming month with existing junior room.

· Ask Lorraine to make name tags and register them on NZ bridge.

