Georgia URISA Board Member Job Description

Position:

	Membership Chairman


Responsibilities:










Hours/Week

	Maintain contacts, memberships, and organizations databases. More time is spent on this during the first quarter of the year when membership renewal is the heaviest. 
	3

	Keep a list of website fixes and enhancements needed to benefit our members.
	

	Answer questions about memberships, documentation, and benefits 
	.5

	Send mailings for workshops, membership renewals, conferences
	1

	Respond to emails that are received from the website which includes requests and questions.
	.5

	Note:  This position involves scheduled activities and coordination with all other board members. The Membership Chair interacts more with the database and website than any other position, and must report needed fixes. The person who holds this position must be available to do weekly activities and communicate with other officers.
	


	 10 %


Percentage of tasks performed during regular business hours:

Benefits of position:

	This is a great position to work in if you want to get to know more people in the organization. It gives you a chance to see a lot of what is going on in different groups and companies.

	Direct contact with members and the opportunity to hear firsthand what the services and benefits they would like to receive from GA URISA.


Challenges of position:

	Balancing the needs of this position and daily work is challenging in the beginning of the year when membership activity is the most time consuming. 


Special forms, software, files, or materials needed for (or useful for) this position: 

	Membership forms, Payment forms, receipts and the ability to scan hard copies.

	If you can plan out and organizes arrangement for receiving emails (a folder for incoming emails), files for keeping the things that need to be entered or taken care of. File for checks to give to the treasurer, files for forms or reports that need to go to the president.


Helpful ideas or advice for future position holders: 

	Be organized. Ask for help when you need it. Be objective and clear on communication.

	Schedule regular time to work on URISA work – several hours blocked out per week should be sufficient in the beginning of the year, less time will be needed later in the year. Schedule GA URISA duties so that they do not interfere with daily work. 
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