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EVENTS CO-ORDINATOR
1. ROLE AND RESPONSIBILITIES

1.1 The primary role of the GT4DC Club Events Coordinator is to manage all aspects and associated tasks relating to Club attendance at events.
1.2 Responsibilities include, but are not limited to:
· Take a pro-active role in identifying events which may appeal to club members e.g. JapFest, JAE, RallyDay etc.
· Compile a Calendar of Events at the start of each year and ensure this is published on the club web site
· Contact event organisers in good time to obtain event ticket costs
· Post Event Notification on the club forum with ticket price and request that those interested in attending submit payment by cheque to the club Events Co-ordinator
· Ensure that club members submit payment in advance to the club Events Co-ordinator
· Forward all cheques promptly to the club treasurer for pay-in.

· Liase with the club Treasurer to raise a cheque to cover the cost of the club booking with the event organisers.

· Management of all correspondence regarding GT4 Drivers Club bookings with event organisers and members.

· Active management of members events queries in a timely manner.
· Maintain cordial relations with event organisers and counterparts in other clubs
2. GENERAL DUTIES

2.1 Attendance at GT4DC Committee meetings.
2.2 Moderation of the GT4DC Forum.
2.3 Maintenance of a professional image for the GT4DC, on line and in person.
2.4 Active promotion of the Club at Club hosted and National Events.
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