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Board Position Description

Position Title: Membership Director
Term Length: 2 years
Position Pre-requisites: 
Position Responsibilities:
· Overview Summary of Board Position Responsibilities:

· Annual Requirements:
·  Plan two new member orientation sessions per year.  Planning includes: ensuring immediate past president, current president or vice president can attend and facilitate.  Also includes getting information set up on the website and advertising to the new members about this orientation.
· Membership Director, or delegate, should be attending the session to ensure smooth check-in if necessary.
·  Plan two networking events per year.  Planning includes: securing a location with food/beverage, advertising to our chapter members.
· Membership Director, or delegate, also needs to attend the even to ensure smooth check-in and process payments for non-members attending.
·  Identify two or three conferences per year to use as a raffle item for members who attend specific monthly chapter meetings.
· Monthly Requirements:
· Attend Board Meeting.
· Attend monthly chapter meetings or ensure coverage of check-in/check-out for members and accepting payments for attending guests.
· Weekly Requirements:
·  Process new members who have paid by check upon receiving report from chapter administrative assistant.
· Process new members who have paid by credit card when notifications are received, which can be daily, but they must be processed at minimum on a weekly basis.
· After processing the new members, send out the welcome email so that the new members have the login information, including initial password.
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· Respond quickly (ideally within 48hrs) to members and potential members who are having issues with payments, access to website, etc.
· Send list of new HRP members to HRP contact who handles HRP gram (generally a member of the communications committee) on Tuesdays to be included in HRP gram.
· Send list of new HRP members to Membership Engagement Director (same list as noted just above) so that the Membership Engagement Director can reach out/ask HRP Ambassadors to reach out to new members and welcome them.
· Send new HRP members’ information to Membership Engagement Director if the new HRP members express interest in multiple committees.
· Send new HRP members’ information to other Committee Leaders/ Board Members when a new HRP member has expressed interest in a specific committee.  The Committee Leaders/ Board Members should reach out to new HRP member within one week of receiving the email.
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