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The club administration committee helps the club function smoothly and plays 
an important part in creating positive experiences for members. This can include 
different responsibilities, depending on the needs of our club.  In this role, you 
usually will:  
 

RESPONSIBILITIES 

Plan interesting club meetings and fun social events (working with the club secretary) 

Produce club communications, such as the newsletter (working with the public image 
chair) 

Help the club treasurer collect membership dues if necessary 

 
 
 
 

CLUB ADMINISTRATION  
COMMITTEE  
JOB DESCRIPTION 




