INDIANAPOLIS SYMPHONY ORCHESTRA ASSOCIATION (“ISOA”)

POSITION:	VP Membership

RESPONSIBILITIES:	Responsible for the recruitment and retention of members. Encourages and facilitates development of activities to retain and recruit members. Markets the ISOA at events including the MYO Open House and Symphony In Color Award.

Manages the annual renewal campaign, including setting the timeline, providing the VP Data Management with contact names for the online renewal form, and communicating the process to Group chairs and Membership chairs.  In partnership with the VP Data Management, develops the renewal form in both print and electronic formats. 

Responsible for the creation of the Membership Directory. Works with VP Data Management to acquire spreadsheets with member data to be provided to City and State Groups. Provides City/State groups with Word directory templates for them to compare/edit against the Constant Contact membership spreadsheets. Also provides templates for groups to edit with regards to officers, past chairs, volunteer of the year and calendar of events. Wraps up directory creation in time to send to printer by August 1. 

Working knowledge of Constant Contact membership database to enable creation of volunteer activities preference sheets to membership and activities chairs.

Chairs quarterly membership meetings attended by each City Group Membership team representative. Communicates meeting results to State Units. Attends City/State Groups’ Membership or Board Meetings when requested or necessary to communicate membership procedures.

	Reports membership activities at monthly ISOA Executive Board meetings. Submits articles to the President’s Newsletter and Whole Note as requested.
	
	Creates/revises marketing tools as needed. Ensures marketing tools are published and distributed in both print and electronic formats. Works with City Groups to maintain up-to-date membership forms in paper and electronic formats. Communicates changes to the Website manager.
	
	Provides ISOA President with Annual Report detailing Membership statistics.
	
	Documents membership processes and procedures to be given to successor.


OBJECTIVES:	Recruit, engage and retain members.


PREREQUISITES:	Proven organizational skills.

	Proven computer skills including MS-Office, specifically MS-Excel, and database management. Must have computer equipment and Internet access.

BENEFITS:	Active engagement with membership and promotion of the ISOA.


TIME:	Monthly ISOA Executive Board meetings and quarterly meetings with City Group Membership chairs
	
	Minimal time July-February involves pulling spreadsheets from Constant Contact to update groups as to members and their volunteer preferences.
	
	Considerable time devoted during the annual renewal and new directory creation from March-July.


LOCATIONS:	Varies


LIMITATIONS:	

WORKS WITH:	ISOA President, ISOA VP Technology, ISOA VP Data Management, City Group Membership chairs and Treasurers, State Unit Membership chairs and Treasurers


REPORTS TO:	ISOA President



