3rd Hampton Hill (St James) Scout Group

Role Description : Booking Secretary

What does the role involve?
1. Managing a Bookings Diary for group activities in the Hall 

2. Responding to potential requests for Bookings (phone calls, emails, web enquiries or in person).

3. Showing potential hirers around the hall and explaining any key points and terms.
4. Opening and closing the hall for some bookings 
(Note : For bookings from within the group keys are normally given out)
5. Serving as a member of the Scout Group Executive and attending Executive Meetings (once every 6-8 weeks, approx.) to update group on hall bookings, or providing email details to group
6. Keeping leaders and executive informed of bookings (usually via email)
7. Managing the invoices and taking deposits and payments. Pass over all money and any relevant paperwork onto the group treasurer for processing.

8. Maintaining and updating Booking Forms and Terms and Conditions and any Opening and Closing Instructions for the Building. Review the terms and conditions and any bookings annually or as agreed by Scout Group Executive.
Notes : 

a. There is a set of standard forms for all bookings, plus a set of instructions for opening and closing the hall.

b. Most bookings come from within the group or via friends of someone in the group, very occasionally enquiries come electronically via the website.
c. Ideally the Booking Secretary should have certain times and days that they are available during the day to deal with enquiries and show potential hirers around the building. They may also need to be available (by agreement) to open up and close up the Hall for some Bookings.
Key Contacts; 
All Section Leaders and Group Executive Members at 3rd Hampton Hill Scout Group.

Note : Handover

When a new secretary is found the current Booking Secretary (Jane) is happy to sit down and run through the details and processes with the New Booking Secretary.
