METROPOLITAN VOLUNTEER MANAGEMENT ASSOCIATION

JOB DESCRIPTION

TITLE:  Membership Vice President

REPORTS TO: The President 

DESCRIPTION OF RESPONSIBILITIES:

· Serve as an ambassador of MVMA, informing colleagues and prospective members of the benefits of MVMA membership and participation in programs. 

· Appoint members of the Membership Committee and directly oversee the functions of the Membership Committee.
· Welcome and orient all new members.

· Oversee all administrative aspects of membership database management.
· Coordinate the annual membership campaign.

· Present reports on membership to the Board and membership at large in meetings and internal communications. 
· Coordinate preparation of annual membership directory.
· Oversee the content and updating of Membership section on the website.
·  Develop simple flyers or postcards about membership benefits as needed.

· Assist the Board of Directors to develop, implement and evaluate goals, objectives and annual budget that are consistent with MVMA’s mission.

· Prepare an annual Membership expense budget for consideration in the annual budget and monitor committee expenses for fiscal soundness.
· Hold Membership records and any tools needed to maintain same in good order to pass on for one’s successor.
· Assume all responsibilities of the President in the absence of the President, Program Vice President, and Strategic Vice President.
· Maintain confidentiality of MVMA business.

· Understand the legal responsibilities of MVMA.

TERM OF OFFICE:  

Two (2) years, with election on odd-dated years.  The Membership Vice President may serve no more than two (2) consecutive terms unless a two-year interval passes.  If appointed to complete the term of a previous officer’s term he/she will complete that term as his/her first term and may be elected to serve a second consecutive term.  The term begins immediately upon completion of the Annual Meeting.

QUALIFICATIONS:

· Experience with networking and recruitment.
· Ability to develop and implement a recruitment and retention plan.

· Understanding of what is kept in membership records.
· Ability to recruit qualified committee members.

· Good communication and presentation skills.
· Ability to delegate tasks and responsibilities.

· Strong organizational skills and attention to detail.
TIME REQUIREMENTS
· Attendance at monthly board meetings: 2 hours per month.

· Attendance at monthly general meetings: 3 hours per month.

· Attendance at and facilitation of committee meetings: approximately 1-2 hours quarterly.

· Membership inquiry follow-up: ongoing and variable, estimate of 2 to 5 hours/month – more time in the first quarter and end of the year prepping for the next membership year.
· Orientation: variable, maximum 1 hour per month – we haven’t done this, not sure if it is relevant.
· Directory preparation: begins during month of August to be ready by February 1. – I would change this timing to April with the directory ready by June/July, so that it falls in the middle of the “membership year: to give members more value and access to the helpful resource.
· Prepare reports for board: ½ hour per month 

· Monitor Membership Committee expenses for fiscal soundness: variable. 
TRAINING REQUIRED

· Orientation by predecessor.

· On-the-job training.

· Board orientation.

BENEFITS

· Opportunity to gain new skills as well as practice skills already achieved.

· Opportunity for networking and collaboration.

· Opportunity to exercise and strengthen listening and communication skills.

· Opportunity to build resume.
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