POSITION DESCRIPTION

MEMBERSHIP DIRECTOR

(as of Nov 1, 2005 Item 2 modified Oct 18, 2008)

The Membership Director is primarily responsible for the maintenance, upkeep and accuracy of the Association’s computer data base membership roster using Microsoft Access data base program.

The following are the key tasks and responsibilities for this position:

Acknowledging receipt of all dues, data changes etc. from current and new members by either e-mail, postal mail or phone, as applicable.

Receiving, recording, processing and forwarding of all membership dues to the Treasurer for deposit in the appropriate account.  A check transmittal record is maintained by the Membership Director and a copy forwarded to the Treasurer.
Answering all queries pertaining to the Association membership and annual reunions by phone, mail and/or e-mail.

Coordinating as necessary with all Executive Board members on any matters pertaining to the membership.

Forwarding the current membership data base by e-mail every 15 days to the Editor/Publisher who acts as backup for the Membership Director in the event of computer failure.

Mailing of current newsletters and rosters as available to new members.

Maintaining a list of “Missed Roll Call” members and forwarding to the Editor/Publisher for publishing in the newsletters.

Developing an annual budget to identify estimated costs for such things as mailings, office supplies, equipment and for upkeep of records using high speed internet connection.

Developing guidelines reflecting the workload and steps for a replacement to assume the duties of the Association’s Membership Director

Maintaining copies of all expense receipts for reimbursement by the Association Treasurer.

The incumbent for this position must be familiar with both computer operations and on-line internet procedures.  In addition, they must agree to a long-term commitment and a time requirement of a minimum of 20-25 hours per week.

Attachment:  Guidelines for the Membership Director

                        Membership Certificate, Condolence card, Data Base Input Form


           (Copy of Guidelines are on file with the Executive Director and 



Executive Secretary)



APPROVED:   s/t Richard P. Sauer


   Nov 1, 2005



     Executive Director



Date

