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The Association of University Engineers

Duties of the Administrator
During the term of appointment, it is anticipated that the following administrative duties will be carried out:
Institutional Membership
· Invoice Institutions on 1st August each year for Annual Membership Fee

· Monitor and keep record of payments and chase outstanding invoices

· Maintain spreadsheet for each year showing Institutions, contact details and individual members.

· Create summary for Executive Committee
Training
· Identify training requirements and canvas membership to ensure viability

· Source suitable Training Organisation 

· Book venues

· Create and circulate booking forms

· Receive bookings, acknowledge receipt and provide joining instructions etc.

· Compile delegate lists and send to trainers and venues

· Create/send out invoices and monitor payment
Website
· Liaise with website developer regarding development of website

· Maintaining website – asking/receiving information, adding new, deleting old and ensuring accuracy

· Checking eligibility and granting access to the members’ area

· Liaising with Barbour re provision of service available
Membership
· New Members – receive registration forms, check qualifications, send

welcome email, membership certificate, copy of constitution and tie/scarf
· Inform Regional Chair
· Maintaining up to date list – checking details, adding new and deleting old

· Add new member to Jiscmail
Jiscmail

· Checking, adding and deleting subscribers

Executive Meetings
· Attend Executive meeting 4 times per year and report on institutional membership, new members, website development and statistics, training

Miscellaneous
· Respond to queries received by email, through the website or by telephone

· Any other tasks deemed necessary

Commitment of time:
It is estimated from last year’s information that the above will require 400 hours (50 days) per year, which includes attendance at Executive Committee meetings and AGM.
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