Job Description

Board Position: Membership Chair
Brief Summary of Job:

Compile and manage membership information.
Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them)

· Set a membership goal for the year and coordinate the annual membership drive.
· Compile and maintain an ongoing membership list on a database with addresses and distribute membership cards;

· Coordinate with the Treasurer so dues and membership list are collected and forwarded to the state PTA, as required.

· Compile timely lists of potential volunteers from membership and volunteer forms and provide names and addresses to committee chairmen for use.
· Set up membership tables at all General Meetings, fundraising events and other community events;

· Follow up with all Board members to ensure compliance with membership requirements.
· Gather membership information from Extracurricular chairmen and add it to the database.
· Process checks with the Treasurer on a timely basis.
· Gather membership forms from the school mail boxes on a timely basis.

· Implement a strategy for teacher membership with the President and Vice President.

· Establish a budget for the following year and submit it to the HPTA President.
· Establish a system to reach out to new families in town for membership.
· Work with the President and committee leadership on methods for involving members as active volunteers and monitor the use of volunteers who come forward.
· Provide forms for Book Fairs, open houses, fundraising events, teacher’s lounges, etc.
· Provide updated membership form for Sourcebook, The Runner and Postscripts.
Key Individuals You Have To Work With:

· President

· Treasurer

· Board members

Completed by: Jean Bertschmann
Date: February 2, 2007
