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VP of Membership

Position Overview: To maintain the membership of the Women in Leadership of Central Illinois by coordinating membership renewals, membership drives, communication with guests and maintenance of membership contact and employment information.
WEEKLY:

1. Contact applicants and let them know when to expect a response to their application...unless board meeting is the next day

MONTHLY DUTIES:

1. Review board minutes from previous month meeting.

2. Attend the monthly luncheon. (11:15 arrival time, 2nd Thursday of every month minus July)
a. Transport badges to and from the meeting

b. Introduce guests and new members at monthly meeting
3. Compose monthly board report.(Due @ 5:00pm Tuesday before board meeting)
a. Confirm new member dues have been paid before adding them to report
b. Report new member applications (Include PDF format) 

c. Report Membership Renewal  #’s (June-Sept)

d. Report Membership drive #’s (Sept-Nov)

e. Report new members total for the year so far

4. Attend monthly board meeting. (3rd Thursday of every month)
5. New Members:

a. Call or email new members and let them know of approval or denial. 30 minutes
b. Update membership information on website
c. Order the new member’s badges

d. Email members names and contact info that have selected to be speaker to VP of Programs
e. Email members names and contact info that have selected to be on a committee to the Past President
6. Compose Newsletter article, if necessary, and forward it to VP of Public Relations. (Due the 25th of every month)
Specific activities recommended by month:

JULY

1. Attend retreat

a. Create membership drive guidelines for approval at the July retreat, track guests and who invited them, request gift cards to be purchased by treasurer:  1 hour/month for 4-5 months 

b. Create WIL Board contact list and distribute to Board Members.  Make changes as needed throughout the WIL calendar year and redistribute.

c. Verify and/or update information from renewals as they are returned

AUGUST

1. Announce Membership Drive and it runs Sept-November 
2. Verify and/or update information from renewals as they are returned
SEPTEMBER

1. Create a list of those who have indicated they will not be renewing their WIL membership. Facilitate exit interview emails via Wild Apricot
2. Create a list of WIL members who haven’t responded and present it at the Board meeting to be divided for phone calls
3. Keep log for membership drive
4. Announce September winner of membership drive at monthly meeting

OCTOBER

1. Gather information from Board phone calls and submit a 2nd list to the VP of PR for October exit interview emails via Wild Apricot 

2. Report exit survey findings

3. Keep log for membership drive

4. Announce October winner of membership drive at monthly meeting

NOVEMBER

1. Keep log for membership drive

2. Announce November winner of membership drive at monthly meeting.
May 

1. Next year’s budget (estimate dues from membership renewals, new members and estimate costs associated with membership drive(s))
June 

1. Send renewal email to members by June 30:  4 hours

2. Submit final WIL member excel file to board members and save in drop box
Total Time/mo: hours/month ‐ January–June 9‐12 hours/month ‐ July–December
