FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

FIRST VICE PRESIDENT:

(MEMBERSHIP)

1. She shall preside in the absence of the President.


2. She shall attend all board meetings and general meetings.


3. She shall serve as an aide to the President and be thoroughly familiar with the by-laws of the Club.


4. She shall head her Committee and work with her coordinators and other volunteers from the General Membership in planning all membership activities for the year.


5. She shall be responsible for obtaining the latest Club’s membership roll from the Technology Team.


6. She shall be responsible for making sure all membership dues have been paid.  She will contact those members who have signed up and not paid and be responsible for following up with those members to obtain their membership dues.

7. She shall be responsible for making copies of checks and maintaining an electronic file of all members paid.  She shall also document and record any additional fees obtained, such as advertising, etc.  She shall communicate any additional fees paid to the respective board member.


8. She shall be responsible for the written membership applications and getting the updated membership form to the Technology Team.

9. She shall be responsible for receiving any hard copy membership forms and enrolling those members online.


10. She shall be responsible for coordinating the membership drive at the beginning of the Club year including the membership packet and welcome letter (prepared by the President) to be sent out with the first newsletter.  She shall communicate all changes to the membership packet to the Technology Team for update on the website.


11. She shall be responsible for preparing a monthly newsletter article and submitting it by the deadline date each month.


12. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

13. She shall have an email address and be able to correspond via email.

14. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.
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