                                   Assistance League® of the Triangle Area

                                             POSITION DESCRIPTION

Title of Position:        Open Your Heart Chair
Brief Statement of Chief Objective(s) of Position:

This chairman shall be responsible for the annual direct mail campaign.

Identify Specific Tasks of this Position:

Plan, organize, and establish goals and an annual timeline for the committee

Establish a committee to fulfill tasks of the direct mail campaign
Appoint a vice chair and secretary

Serve as a member of the Resource Development Committee

V.P. Resource Development shall serve on this committee

Submit annual expenses and anticipated annual income from Open Your Heart to V.P. Resource Development, who shall submit to the Finance Committee 

Confer with Database Administrator to determine number of mailers to be printed Share timeframe to have mailing list at the mailing service with Board and membership
Design mailer, update information and pictures to be included in the mailer and have mailer printed

Establish and maintain a procedure book for Open Your Heart

Record incoming receipts, write thank you letters, send annual fact sheet and Donor Privacy Response Forms to each donor

Share responses from Donor Privacy Forms with Database Administrator to keep information current, confidential and accurate

Keep donations from members and individuals confidential; Restrict pledge information to Open Your Heart Chair, vice chair, V.P. Resource Development, President and Treasurer
Maintain a file of donation cards for ten (10) years for IRS purposes

Submit articles to Monday Updates, the chapter newsletter and Community Link, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee Chairs training

Attend Board Meetings




No


Present Monthly Reports at Board Meetings

No 

Present Monthly Reports at Regular Meetings  
Yes- During months of the campaign
 

 Completion of Annual Report



Yes-Submit to


 V. P. Resource Development; place one copy in Open Your Heart procedure book
Identify Position that Supervises/Directs this Position’s Activities:

 V. P.  Resource Development
List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Adept at designing and formatting          Good interpersonal skills Organizational skills

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

