Membership

OBJECTIVES:
To accurately maintain the membership records of the chapter, to recruit new members, and to work with the National Office in enrolling and renewing members.
DUTIES:
The major duties of the Membership Director are as follows:

· Maintain the membership database
· Direct members to the on-line membership application
· Recruit new members and help to maintain established members
· Write and distribute press releases

· Assist other Directors and the President
Maintain Membership Database
New members
Provide information explaining some of the benefits of local membership.
Add new members to the database.

The Membership Director should welcome new members and express gratitude for joining AGA and outlining some of the upcoming events the new member is encouraged to take part in.

Existing Members
AGA National has a web-based online membership renewal/change capability.  Direct the member to the website for changes that they may be interested in making.  Update the membership database.
Other

National has a computer system and database, which makes membership information readily available via the National website - www.agacgfm.org.  The membership director is able to access the system and look up the Chapter’s current membership count, including a listing of all members, a list of new members, suspended members and information changes.  Review this and make the necessary changes to the membership database.
Report the current membership number at monthly Board meetings. 

Prepare the listing of current members for the fall monthly newsletter.  Work with the Communications Director to ensure the list is in a usable format.

Provide an updated membership list to the Program Director(s) to assist them in the monthly meeting sign-up process because different amounts are charged for members vs. non-members.

Provide an updated membership list to the Education Director(s) to help in planning registration and checking against the registration list because different amounts are charged for members vs. non-members.

Direct Members to the On-line Membership Application
Provide the link to the national website’s membership application.
Ensure that membership information is available at events.

Recruiting New Members / Maintaining Established Members

Plan activities deemed appropriate to recruit new members and maintain established members.  Receive and review promotional information from National AGA for various recruiting efforts.  Disseminate this information to the rest of the Board as needed. 

The Membership director recruits new members to the chapter.  This can be done in a number of ways.  Word of mouth and encouraging Board members to recruit are the two most used.  With the approval of the Board, different types of membership drive incentives such as free lunches, or other types of rewards could be developed and organized. 

The Membership Director sends information to new members, letting them know of meeting dates and locations, making sure they have a copy of the annual report and the most recent newsletter, making them aware of services that the chapter provides, and encouraging their participation on committees.

Write and Distribute Press Releases

Numerous AGA activities are newsworthy, whether it’s the monthly program with well-known local speakers, the professional development conference that brings in nationally known speakers, or community service projects that provide service to the community.  Press releases both before and after these events are appropriate to generate new members and public awareness of the organization.  The Membership Director works with the chairs for these events in preparing appropriate releases.  The distribution of a release will vary with the nature of the event.  For example, for local programs the primary recipients of a press release regarding an event would be the Lansing State Journal, a county paper and perhaps the Lansing Community News papers.  Other alternatives include newsletters inside government agencies that AGA can potentially serve.  The professional development conference, however, would have a wider audience, and much of the Lower Peninsula outside of Detroit could be targeted.

The Membership Director works with the Programs, Education, Community Service, and Awards and Nominations Directors to develop a yearlong schedule for the best timing of press releases to publicize AGA activities and increase participation.

Assist Other Directors and President

Attend the monthly luncheons and be available to answer membership questions and to recruit new members.

Attend seminars and assist at the registration table.  Familiarity with members’ names can be very helpful in the registration process. 

Provide whatever other assistance is needed.
