
Duties	of	Membership	Secretary	
	
Maintain	Excel	spreadsheet	of	current	members	with	contact	info	
	
Ensure	that	email	reminders	for	lectures,	AGM,	special	events	are	sent	to	the	
membership	
	
Check	online	membership	email	account	for	new/renewed	memberships	
	
Create	paid-up	membership	lists	for	use	at	the	door	at	lectures	
	
Review	donor	list	as	double	check	for	treasurer	
	
Reply	to	occasional	email	sent	to	lecture	and	membership	email	accounts	
	
	


