


DRAFT
SCRUB OAK SCRAMBLERS, INC.            
Job Description 
Membership Chair

Description of Duties:

				The membership chair shall be appointed by the club president following recommendation of the BOD after the annual election of officers. The membership chair will report to the general membership of the club. The membership chair will notify members by mail in June of each year that club membership renewal will begin July 1st of that year. The membership chair will keep the BOD & various committees apprised of the current active club members. The membership chair will keep a list of active members, and breakdown monthly new & renewed memberships to the NHSA for reconciliation and to the club treasurer for payment to the NHSA. The membership chair will verify membership count and delegate count for the NHSA annual meeting in March / April of each year. 
	
Proposed Duties:


· Must be a current & active club member
· Familiarize yourself with the SOSSC Bylaws
· Familiarize yourself with Roberts Rules of Business
· Shall notify members of upcoming membership renewal
· Will process memberships, assign NHSA member numbers & handle correspondences regarding membership with members
· Send Thank you letters to members who donate to the clubs groomer fund or charitable aspirations
· Distribute membership materials to local vendors, the club house, and arrange return of said materials to the membership chair for processing 
· Create a running and monthly membership list. To be reported to the NHSA for reconciliation, the BOD and general membership at each meeting
· Maintain an email, & written mail distribution list of members for use by the club
· Notify the newsletter chair of any members that have requested a hard copy of the newsletter
· Reconcile membership payments, and numbers with the club treasurer



