 
                 NEW MEMBERS’ FRIEND ROLE DESCRIPTION

1. To liaise with the Membership Secretary to be notified of new members.

2. To agree a date and time with the Chair for New Members’ Welcome events – whether morning coffee, afternoon tea or evening drink. 

An event should take place at approximately monthly intervals or as appropriate, depending on the number of new members joining each month. The Chair will attend if possible and ensure at least a couple of Committee members will be able to attend the event.

3. To advise the Monthly Update Editor of the date and time of the next New Members’ event in time for inclusion in the next month’s Update.


4. To contact new members by e mail or phone to invite them to a welcome meeting, giving them a time and place. Ask them to bring their smart phone if they have one to demonstrate how to use the website and put their name down for groups.

5. To welcome the new members to Preston Park u3a and introduce yourself and the Committee members present. 

6. To check new members have a copy of the Guidelines for Members and discuss their contents.  The Guidelines are also available on the Links page of the public website: https://prestonpark.u3asite.uk/links/.

7. To explain the process for joining a group, demonstrating how to view groups on the website, how to identify groups that have spaces for new members and how to contact Group Leaders. 

8. To explain that u3a is entirely run by volunteers and depends on members to put themselves forward to run new interest and activity groups. Ask whether any new members would consider running a possible new group. An Interest Group Co-ordinator will help get a new group started.


9. To identify, if necessary, any concerns and pass them on to the Chair or appropriate Committee member.

10. To invite new members to follow up by e mail or phone, if they have any further queries. 

The New Members’ Friend claims a sum agreed with the Treasurer to cover expenses, completing the Expense claim form on the Links page of our website - prestonpark.u3asite.uk.
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