
Swiss Railways Society 

Job Description - Membership Secretaryv3 

 

The Society has a vacancy for the role of Membership Secretary. 

  
 
Responsibilities 

 To respond to enquiries about potential membership, process applications for new 

membership and renewal of existing memberships; reconcile takings, bank cheques and 

complete returns for Treasurer and Company Secretary as required. The time 

commitment in December is equivalent to 4 days a week; in January & February 

equivalent to 2 days a week; in March to October equivalent to one day a week and in 

November equivalent to 2 days a week. 

 Attend quarterly Board meetings and the Annual General Meeting. [Travel costs may be 

claimed from the Treasurer.] 

 Helping with the Sales Stand etc at exhibitions is welcomed but not essential. 

 

Requirements 

 Have no impediment to becoming a Company Director. 

 Be literate, numerate,  and have computer skills (emails, Word & Excel). 

 To read & respond to emails often daily, and sometimes more frequently than that. 

 Applicant should be physically fit enough to walk to nearest Post Office carrying up to 

ten magazines either from home or car park.   

 

Equipment provided 

 Laptop computer, printer, franking machine, necessary stationery. 

 

 


