Assistance League® of the Triangle Area




           POSITION DESCRIPTION

Title of Position:        Vice President Membership

Brief Statement of Chief Objective(s) of Position:

To serve as chairman of the Membership Committee which shall be responsible for matters pertaining to membership. 

Identify Specific Tasks of this Position:
Plan, organize and establish annual timeline for committee

Establish a committee to fulfill tasks of the committee

Appoint a vice chair and secretary
The Education Chair, Placement, Sunshine, Hospitality, and Social Chairs serve as members of this committee

Serve as a member of the Education, Sunshine, Hospitality, Placement, and Social Committees

Send out invitation, information and letters to prospective new members

Organize and facilitate New Member Coffees a minimum of three times per year

Be authorized to sign checks with the President, President-Elect and Treasurer

Write new position descriptions using the template chapter has in effect

Order all membership name badges

Submit annual budget projections of each Membership Appointive Standing Committee Chairs to the Finance Committee

Update National Membership Database Administrator with membership information (name and address) for next fiscal year by May 31th and notify chapter Treasurer

Submit to National Office membership additions, deletions, and changes of names and mailing addresses and notify Treasurer of any changes
Keep and maintain a current membership list and notify chapter membership of changes in Monday Updates
Download member dues from National website for Treasurer twice a year

Receive in writing, requests for leave of absence, classification change, and reinstatement for approval by the Board
Existing position descriptions shall be revised by the current holders as needed and provided to the Membership Committee

Receive and maintain Member Profile, Interests and Skills Questionnaires and have them updated annually by the membership 

Receive and maintain membership forms, Conflict of Interest forms, and Whistleblower Policy Acknowledgement Form, and the second copy of non-member volunteer forms
Establish and maintain a procedure book for Membership 
Update and maintain the Red Notebook and website as needed. A complete review of Position Descriptions shall be conducted every three (3) years 

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

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












(Over)
Attend Board Meetings




Yes

 


Present Monthly Reports at Board Meetings

Yes

 

Present Monthly Reports at Regular Meetings  
Yes

 
 

Completion of Annual Report



Yes


Obtain Annual Reports of Placement, Hospitality, Social and Sunshine Appointive Standing Committee Chairs and submit all to President; place a copy in procedure book
Identify Position that Supervises/Directs this Position’s Activities:

 President

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Enthusiastic in representing the chapter

Good interpersonal skills             Basic computer skills 

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

