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CAVA Position Description – Membership Development Chair

1. Title:  Membership Development Chair, CAVA 

2. Purpose:  Maintain current CAVA member database, and possible new member database.  Continue to update member status to the Board monthly and assist members as needed. 
3. Duties:  

a. Maintain membership database and notify members of renewals in a timely manner.  

b. Manage all correspondence related to membership, including informational letters, confirmations and membership certificates.

c. Provide current membership list and report an update to Executive Committee at all Executive Committee monthly meetings. 

d. Have membership information/materials available for monthly membership programs and Skill Builders and Socials.

e. Encourage non-members to join.  (Send follow-up letter & application to non-members that attend programs or Membership meetings).  

f. Work with Chair to plan for and recruit qualified persons to serve as Executive Committee members in accordance with the by-laws.

g. Maintain Executive Committee roster and contact information and provide updates to Executive committee as needed.

h. Provide materials to new Executive Committee members.  

i. Provide mailing labels Executive Committee on an as-needed basis.  

j. Submit new member information to Public Relations chairperson for inclusion in CAVA newsletter.

k. Responsible for maintaining and storing supply of CAVA brochures & membership applications.  

l. Provide year-end membership report and Executive Committee roster for archival file. 

m. Other duties as deemed necessary by the Association.  

4. Time Commitment: 
a. Attend all CAVA Executive Committee meetings, 12 times a year.  
b. Attendance encouraged at all Membership programs, 6 times a year and Membership meetings, 6 times a year.  
c. Additional time as needed to fulfill job responsibilities.  
5. Term of Service: Two-year appointment beginning in January of the even years and ending the following year in December.  

6. Qualifications:  
a. Proficiency in a database program. 
b. Knowledge of volunteer program management. 
c. Good people skills and communication skills, both written and verbal.  

Membership Development Chair is responsible for organizational goal of recruiting members and being an ambassador to the community and representing CAVA as an organization.  This Chair is held accountable for the jobs listed in their position and goals of the organization with the good faith of making every decision with the mission in mind. The Membership Development Chair is held accountable by the Board for managing their goals and accomplishments according to the position description administered by President. 
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