

Cabarrus Quilters Guild – Job Description Membership
Term:  Two Years
Purpose:  The Membership Chair heads the membership committee which is responsible for maintaining the membership list, greeting members and guests at guild meetings, making name badges and tracking attendance.  The Membership Chair is an administrative position that requires good organizational skills and the willingness to greet people and assist with varied and numerous requests. You are the public face for new members and guests.
· Serve as  a member of the Executive Board
· Gather a committee (New Member Welcome and Name Tag Liaison)
· Works with Name Tag Liaison who creates the Guild Name Tag for each new member
· Works with New Member Welcome Committee to ensure visitors and new members have a welcoming place to sit at meetings
· Submit a monthly article to the newsletter introducing new members and recognizing guests
· Updates, prints, distributes and collects the visitor and membership forms
· Summarizes interests of members noted on the membership form and distribute to committee chairs
· Collects Membership dues
· Prepares Membership Deposit and Expense receipt forms for the Treasurer 
· Maintains the Annual Guild Membership Directory information, including changes and new members 
· Notifies the Newsletter, President, Vice President, Hospitality Committee Chair , Webmaster, FaceBook, (others as appropriate) of Directory changes  
· Arrange for member sign-in at each guild meeting 
· Attend regular Guild meetings to oversee sign-in and complete other meeting responsibilities
· Prepare a budget listing expenses and submits to the Treasurer annually
· Work with New Member Welcome committee to update and distribute New Member packet
· Submit a budget to the Treasurer for the upcoming year in November which is approved by the board
· Completes an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
· Prepare an annual report of activities including the budget report for the next chair/co-chair

Name Tag Liaison
· Create the Guild Name Tag for new members
· Submit expenses to the Treasurer/copying the chair by the end of each month in which the liaison incurs expenses.
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