
August 12, 2021- WTW Comments:

Employment Agreement between Sharon Parker and Portsmouth Yacht Club

This agreement is between Sharon Parker and Portsmouth Yacht Club for the temporary position as the Portsmouth Yacht Club secretary. This position is for the period from signing this agreement until Sharon Parker is appointed to the Portsmouth Yacht Club Board of Directors as Secretary.

Start Date   September 9, 2021

Salary         $25.00 per hour

Job description
1. Maintain records of major projects, correspondence, important club documents, and membership applications and resignations.

a. Provide and post the most up-to-date documents and lists to the PYC website in coordination with the PYC Webmaster.

2. Record and maintain membership records	
· Process new applications and resignations
· Maintain the database of members and log of changes
· Maintain paper and electronic files of memberships

a. Prepare and post the membership change list to the website.

3. Attend Board of Director meetings on the second Thursday of each month and produce minutes of each meeting to be approved by the Board of Directors.

a. Post the approved BOD meeting minutes to the website.

4. Prepare, announce and communicate the detailed agenda of annual meeting provided by the Commodore and BOD to members in accordance with the rules laid out in the PYC constitution.  
.

5. Update, publish and distribute, the member directory, membership cards, a copy of the schedule of annual events prepared by the Vice Commodore, and ensure their delivery to members by May 15 of each year.

6. Provide new member badges, and supporting documents and lists for the New Membership Orientations in May.  Also update the member board at the club by mid May of each year.

Compensation
Sharon Parker will report hours worked monthly to the PYC Treasurer.    Remuneration, less standard deductions required, will be paid by the Treasurer as a check issued directly to Sharon Parker.

Confidentiality
It is agreed that information discussed or received in Board of Director meetings is strictly confidential and will not be disclosed to anyone other than members of the Board of Directors.  No information may be discussed with club members or anyone outside the club.


__________________________________________________        ________________
Commodore, Portsmouth Yacht Club					Date


__________________________________________________	______________
Sharon Parker								Date
