Membership Chair 
Section Volunteer Position Description
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General Description 
Responsible for section membership lists and new member welcome packet communication and feedback.  Work with section leadership board in a co-chair role to support member on boarding and retention processes for the section.

Term 
One year. July 1 to June 30. 
Specific Duties and Responsibilities 
·  Download updated section membership lists from the ASQ Leader Membership site
       the first week of each month and communicate that information to designated 
       board members via email. 

· Prepare and distribute monthly Welcome packages to section new members per communication preferences. Welcome packages include greeting of new members, providing information about the section and contact information.

· Postal distribution includes coping of the cover letter and information packet, preparing envelopes and mailing them.  Includes updating and revising the cover letter and packet information as appropriate.

· Track new members who are sent welcome packages monthly including date sent, type of delivery, postage cost and any feedback or follow-up that occurs or is required.

· Communicate welcome packet delivery results to section chair person. 
100% monthly are sent).

· Assess and improve welcome and on-boarding experience of new members such as piloting new member electronic survey options.

· Attend section board meetings and monthly member meetings as availability allows.

· Be familiar and aware of ASQ National policies and procedures related to membership communications.

Qualifications 
· Must be an ASQ member in good standing. 

· Previous region board member.

· Preferably will have served as a committee chair or other position within the section. 

· Knowledge and experience in market research and promotions is helpful. 

· Strong written and verbal communication skills.
· Experienced with communication plans, survey design and delivery. 

Time Commitment 
· Approximately 3 hours per month (outside of section and executive committee meeting minutes). 

Resources 
The following resources, and others, can be found in the Section Volunteer Community at http://asqgroups.asq.org/sectionvolunteercommunity 

Section Operating Agreement
Section Operating Guidelines (SOGs) 

· Section Management Process (SMP) 

· Section Minimum Requirements (found in SMP manual) 

· Marketing and Communication resources 

· The following resources can be found on www.asq.org. Sign in as a member. 

· Society Bylaws 

· Society Organization Manual 

· Society Policies and Procedures 

· ASQ Volunteer Area (SharePoint site index, membership lists, internet liaison access, online officer entry, find a volunteer) 

The Membership Chair is a required position. When revising position descriptions, sections are expected to comply with any SOA or policy and procedure requirements stated. Rev. 04/04 
