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Social & Events Coordinator
The role of the social events coordinator is to coordinate the social activities of the club. 
The social coordinator may form a subcommittee to assist in the development and successful implementation of each of the social activities.

Responsible to: President
DESIRED SKILLS
· Well organized
· Delegation skills
· Communication skills
· Ability to liaise with external parties
· Energetic & enthusiastic
· Creative

KEY ROLES & RESPONSIBILITIES

· Adhere to the mission, vision, and values of the club 
· Review social event and functions held the previous year and develop recommendations for the current year and submit to the Committee for approval. 
· Coordinate all social event and functions for the Club and set up a sub-committee to assist if required. 
· Arrange all necessary permits, registrations and approvals for social events as required. 
· Promote all social events and functions on the Club website, social media pages, newsletter etc. 
· Promote all social events and functions to Club members and encourage them to gain support from their family and friends. 
· Act as the main contact for all Club social events and functions. 
· Ensure all materials required for the events and functions are ordered and available. 
· Supervise the collection of all monies and submit to Treasurer. 
· Keep accurate records of monies received and spent for all social event and function activities. 
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