REGISTRAR:  Job Description and Desired Skills
More information:  http://www.usms.org/admin/lmschb/
Desired:

· A computer with Internet access and a printer
· Have an email address
· More computer skills are preferred, including using Excel spreadsheets, saving files, emailing files to others (usually the Treasurer)
· Be responsive to email requests and questions
· This is an ongoing, year-round job with the busiest time from November to January
Some job duties:

1. Processing LMSC Club registrations and USMS swimmer registrations for each calendar year.  All Clubs and swimmers MUST register each year.

A. Registering new swimmers as well as re-registering existing swimmers as the registrations come in.

B. Keeping track of online registrations and sending information to Clubs.

C. Sending list of monthly online and regular registrations to the Treasurer.

D. Registering new Clubs as well as existing Clubs as the registrations come in

E. Processing transfers and “one event” registrations.

F. Printing and mailing USMS cards to all swimmers who request them 

2.  Forward checks from individual and Club registrations to the LMSC Treasurer for deposit into the LMSC bank account.  (If this is not possible, the Registrar may deposit checks and provide a detailed deposit summary to the LMSC Treasurer.)
3.  Sending monthly registration summaries (accounting reports) to the LMSC Treasurer.

4.  Constant communication via phone and/or email with swimmers, Club reps, LMSC Board members and USMS National Office.

5.  Provide prompt responses to email and phone requests.

6.  Communicating with the LMSC webmaster to keep Club registration forms and contact information up to date.

7.  Tracking down address changes that come in from USMS National Office. Requires emails to swimmer and Club registrar to get correct address for USMS National Office for USMS Swimmer Magazine delivery.

8.  Taking care of any other demographic discrepancies that may arise with the USMS National Office.

9.  Working with a new Clubs wanting to register and getting approval for Club abbreviations from the USMS National Office.

10.  Providing reports to LMSC officers and to clubs on new members, renewals, and statistics related to LMSC membership.
