[image: image1.jpg]SOROPTIMIST

Best for Women





Region Membership Chair Job Description

A. 
Area of Responsibility

The region membership chair will be responsible for promoting the membership objectives of the SIA strategic plan and the region strategic plan to clubs and members in the region. The chair will assist clubs with member recruitment and retention efforts; support and assist new clubs through their formation and first year post-chartering; and serve as a liaison between the federation and clubs regarding membership related activities.
B. 
Goals and Outcomes

To act as a resource for clubs in their membership recruitment and retention efforts to promote overall membership growth. To act as a resource for new clubs as they charter and after to ensure the successful formation and continued health of clubs. To promote the importance of maintaining vibrant, dynamic clubs that provide service relevant to Soroptimist’s mission of improving the lives of women and girls in local communities and throughout the world.

C. 
Specific Duties

Specific duties are based on the strategies outlined in the federation and region strategic plans. In general, region membership chairs are expected to:

· Attend region conferences and region chair orientation at convention. 

· Facilitate transfer of prospective member introduction forms received through the SIA website to closest club for follow-up with interested individuals. Ensure prompt follow-up by local clubs and provide relevant feedback to headquarters about outcome of contacts. Where no club exists, refer prospective members to other engagement opportunities such as social media sites, Live Your Dream site, and advocacy blasts.
· Assist with new club development by using healthy club resources and implementing the “Ten Steps to Chartering a New Club,” and/or oversee sponsoring clubs’ adherence to the steps. membership chairs should also work with the sponsoring club (if any) to assure step 10 is followed: nurturing the new club. 

· Review membership reports sent by SIA headquarters to be aware of membership statistics and clubs experiencing low membership.

· Ensure that clubs in low membership receive counsel and assistance, and provide relevant feedback to headquarters and the region governor. 

· Regularly visit the SIA website to become familiar with the federation’s resources and encourage clubs to use these materials to recruit, retain and build new clubs.

In addition, region membership chairs may be asked by the region governor or SIA membership director to:

· Conduct workshops or make presentations at region meetings about recruitment, retention, club building and other membership topics. 

· Review and provide feedback on membership tools and materials as requested by headquarters, and offer suggestions for new resources for the region chair website.

· Disseminate membership information, news and resources to clubs as provided by headquarters. 

· Report on activities, accomplishments and success stories related to membership and club building in region newsletters.
· Prepare the membership entry for the Region Renaissance Awards.

* See attachment for region-specific duties.
D. Eligibility Requirements and Qualifications

Eligibility Requirements:

· Be a member in good standing in her club (can be any member type).

· Not hold the following offices during her two years as membership chair: region governor, federation board member, Fund Development Council member or SI appointment.

· Read and write English or be willing to arrange translation/interpretation services (including for quarterly phone conferences) at own or region expense.

· Have an active email account.

· Be able to participate in quarterly conference calls with headquarters.

Qualifications:

Because membership chairs will be communicating with region leadership and clubs, members should be well-known and respected in the area of membership. In addition, the applicant must:

· Be dedicated to the Soroptimist mission.

· Understand the SIA and region strategic plans. 

· Have the ability to be an articulate spokesperson for Soroptimist.

· Be able to write clearly and effectively.

· Be knowledgeable about effective recruitment and retention practices and club building.

E. 
Reports to

SIA membership director and the region governor, according to region bylaws and procedures.

F. 
Reporting/Monitoring/Communication

Membership chairs are responsible for creating an annual work plan. These work plans are submitted to the region governor who will then submit the region strategic plan and the work plans to headquarters. Progress on the work plan will be sent to the region governor as requested, who will report to the federation.

Other reports may be requested by the federation.

In order to effectively achieve the goals and outcomes of the position, the membership chairs must communicate with a number of different groups in the region and federation:

· SIA’s membership director (through in-person training, emails throughout the year and four conference calls annually).

· The region governor and other region leadership as outlined by the region governor (varies by region).

· The other three federation region chair positions (public awareness, fundraising, Program Council) as outlined by the region governor (varies by region.)

· The 27 other region membership chairs (through in-person training, emails throughout the year and two conference calls annually).

· Club presidents and members (through in-person meetings, emails and phone calls throughout the year).

G. Term of Assignment

Two years, with one additional biennium renewal with the approval of the governor-elect and SIA’s membership director. Region membership chairs who are not performing their duties can be asked to step down with concurrence of SIA’s membership director and the region governor. A vacancy will be filled upon recommendation of the governor. 

H. Finances

SIA holds an orientation program during convention. No fees will be charged for this program and no substitutes are permitted to attend. Per region procedures, the region may cover additional expenses incurred in carrying out the duties of the position.  If an assignment is specifically made by SIA, expense reimbursement is arranged in advance. 

I. Application Process

Applications shall be completed and returned to the region governor-elect who will screen applicants against the eligibility requirements and qualifications. The region governor-elect may submit a single name for appointment to the post or if desired, will rank the applications in order of preference and forward them to SIA headquarters for final selection.
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Region-specific duties

Region-specific duties are based on strategies outlined in the region strategic plans. Region membership chair should:
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