
NNESHRM 
Membership COMMITTEE JOB DESCRIPTION

Charge/Purpose 
The Membership Committee, a standing committee of the NNESHRM Board, the Committee shall recruit members and review applications for membership to determine eligibility and member classification pursuant to Article V. of the NNESHRM bylaws. The Committee shall carry out all other membership responsibilities as provided in the bylaws, including collaborating with committees, special interest groups, membership, and the Board on key strategies, challenges, and needs in order to provide insight on membership recruitment, engagement, and retention.

Composition 
The Membership Committee reports to the NNESHRM Board of Directors. The Committee shall be composed of three or more members, at least a majority of whom shall be active members and one of whom shall be an officer or director appointed by the President and serving as chairperson. The President of the Board of Directors, per bylaws, shall appoint the Chair. The Chair will serve a three-year term with possible reappointment by the President not to exceed two consecutive terms. The Committee shall circulate draft minutes to the entire Committee within ten (10) business days of each conference call/meeting for distribution Board before the fourth Friday of the month.

Qualifications - Member
· Any active member of NNESHRM
· Ability to make the necessary time commitment 
· A collaborative team player 

Qualifications - Chair
· Must be an active member in good standing 
· Presently hold an officer position on the Board, or be serving a term as a Director
· Ability to make the necessary time commitment 
· An interest in gaining or exercising leadership experience. 

Time Commitment/Expectations 
· Variable: Approximately 3 hours a month, slightly more for Chair
· Monthly Meeting; project work; possible sub-committee or group work. 
· Review all materials/agenda before each committee meeting 
· Attend and contribute to monthly committee conference calls 
· Be an ambassador and support membership engagement and networking 
· Volunteer for work and/or initiatives undertaken by the Committee 
· Coordinate annual dues communication and collection
· Chair shall attend and participate in Board meetings 

Scope of Authority and Lines of Accountability
Makes Decisions on recruitment, engagement, and retention of members including, but not limited to:
· Review and approve all applications for membership
· Create engagement and loyalty opportunities for existing members through volunteerism 
· Execute assigned elements from the strategic plan to achieve the objectives and goals 
· Propose strategies for re-engagement of lapsed members 
· Manage all logistics, marketing, and sales.
· Meet agreed-upon deadlines.
· Participate in all conference calls and meetings.



Scope of Authority and Lines of Accountability (cont.)
Makes Recommendations to the Board: 
· Via the Chair, on membership recruitment, engagement and retention programs and policies 
· On membership models 
· On the strategic plan annually through Board representation
· For Peer-to-Peer programs 

[bookmark: _GoBack]Monitors & Reports: 
· Bi-weekly check StarChapter for Pending Members (M1) 
· Monthly membership statistics and trends
· Monthly status to the Board of Directors
· Membership Committee Annual Report at the Annual Meeting
· Annual report on percentage of ASHRM members (Goal 25%)

Tasks:
· Maintain membership database in StarChapter
· Submit membership roster to ASHRM annually (Spring)
· Maintain updated Welcome Letter and material for new members
 Workflows: 
· M1 - Verify New NNESHRM members and send Welcome Email
· M2 - Send welcome email
· M3 - Updating Membership expiration date 
· M4 - Membership Renewal
· M5 - Mark Member as Paid when writing check
· M6 - Check members who have paid their membership (biweekly)
· M7 - Update Emeritus Members – Annually
· [bookmark: _Hlk58500790]M8 - Change expiration date for all new members after 10/15 (in process)
· [bookmark: _Hlk58402176]M9 - Update paper application (2 years - Treasurer)

