Membership

Bowman Woods Swim & Racquet Club

Board Position Responsibilities

Revised 2017
*Oversee all sales/transfers of pool memberships.

*General responsibilities include:

-Take all phone calls and e-mails from potential members.  Explain pool perks (i.e. hours, tennis courts, volleyball court, pool rentals, double tube water slide, bring-your-own food and drink, etc.)  Explain annual dues and one-time cost of membership certificates.  Keep waiting lists for in and out of area when membership is full. Check to make sure when someone purchases a membership that the membership is valid.

-Handle all new membership sales.  Collect payment and new member information (i.e. name address, phone, etc.), assign a new member number, e-mail new member.
-Work with buyer and seller of membership to verify payment received before transferring membership.

-Enter new member information into database and archive old member.
-Work closely with the treasurer in regard to late payment questions.  Keep track of members who have not paid and send out reminder emails. Send out certified letters to members who have not paid after April 1st notifying their membership will be lost after May 1st.
- Assess late charges to members who have not paid by April 1st. 

-Work closely with Pool Manager during the season.  Many sales questions and phone calls go to the pool manager when the pool is open.

-Set up voicemail on the office phone when the pool closes for the season.  Check the voicemail periodically from September through May.  Have voicemail turned off when season starts.

