STC Berkeley Chapter

Membership VP 
Responsibilities

Updated by Jim Dexter, Feb 25, 2005

Daily Tasks

	Whenever it arrives
	Requests for applications/brochures
	1. Mail requested material to member:

	When requested
	Assume duties of the Chapter President
	1. Do whatever is needed.


Monthly Tasks

	Whenever it arrives
	STC Chapter Membership List
	1. Forward list to Chapter President.

2. Send statistics to Webmaster for Membership Page.

3. Maintain file of all new membership application copies.

4. Maintain file of all monthly membership reports.

5. Call all new members:

· Welcome them into Chapter

· Answer general questions about STC/Chapter.

· Introduce them to the Chapter’s web site.

· Ask what they want from STC/Chapter.

· Get short bio from member for Chapter Newsletter/web site.

· Encourage them to become involved in the Chapter Leadership.

6. Mail all new members containing a New Chapter Member Packet:

· Berkeley Chapter Brochure.

· STC General Brochure

· 10 Reasons to Join STC

· STC Can Help

· About STC

· STC Specialty Gifts

· STC Merchandise

· STC Geographical Communities

· It’s Technical Communication

· Next STC Conference bookmark.

· Next STC Conference magnet.

7. Resolve mistakes in list with STC Membership Manager:

· Update Chapter Officers

· Resolve discrepancies in the report.

8. Provide updated information to STC Membership Manager:

· New email addresses

· New mailing addresses

· New telephone numbers

9. Request additional mailing labels when necessary.

10. Email (call?) all members leaving the Berkeley Chapter (email defined by context of the individual situation):

· Why are you leaving/transferring from STC/Chapter

· What could be improved within the Chapter?

· Can we get you back?

	2nd Monday 
	Leadership Meeting
	1. Membership Meeting Report for previous month:

· Provide latest Chapter member count.

· Discuss reasons why members left Chapter.

· Discuss reasons why members are coming to the Chapter.

· Report on Quarterly Phone Tree effectiveness (quarterly)

	2nd Wednesday
	Chapter Meeting
	11. Display all relevant Brochures:

· Berkeley Chapter Brochure.

· STC General Brochure

· 10 Reasons to Join STC

· STC Can Help

· About STC

· STC Specialty Gifts

· STC Merchandise

· STC Geographical Communities

· It’s Technical Communication

· Next STC Conference bookmark.

· Next STC Conference magnet.


Quarterly Tasks

	*Phone Tree Membership Call
	1. Provide a membership list, divided by caller.

2. Define question list for the calls

· Encourage attendance at Chapter Meetings.

· Encourage volunteerism within Chapter leadership.

· Encourage active participation in the issues of the day.

· Ask what they want!

3. Receive email responses from each of the callers.

4. Report to the Chapter Leadership the results of the Phone Tree.


Ongoing Tasks

	*Supply mailing labels upon request
	1. Bring to meetings.

2. Mail to requesters.

	Recruit new members
	1. Email blasts utilizing STC email list.

2. Accept invitations to speak at functions:

· UC Berkeley Extension Writing Classes

· Other organizations.

	Chapter Brochure
	1. Update contents of existing brochure.

2. Design and write new brochure, as needed.

3. Print Chapter Brochure

· Find good/inexpensive printer.

· Supply appropriate files to printer.

· Pick up supply.

· Distribute supply as appropriate.


