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Dee Why Surf Life Saving Club

JOB DESCRIPTION – club registrar



Responsible to: Management committee /Club President 
RESPONSIBILITIES AND DUTIES 

· Collect SLSA registration forms 

· Liaise with Club Treasurer on details on SLSA registration forms and child protection forms.

· Enter details of SLSA registration forms into Surf guard

· Liaise with other section heads to maintain a harmonious environment at the club

KNOWLEDGE AND SKILLS REQUIRED
· Communicate effectively

· Well-organised and can delegate tasks 

· Provide electronic monthly report for the monthly management meetings

· Maintain confidentiality on relevant matters

· Have a good working knowledge of Surf guard

· Demonstrate a high level of computer proficiency. 
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