
V.P. of Membership 

Position Purpose:  Membership is at the heart and soul of what we do as a club.  The 
membership position is one of the most important positions in the club.  Good 
membership management encourages new members to join, informs new members of 
club activities, brings in a steady income, and allows members to obtain all the benefits 
of joining the club.   

The V.P. of Membership is probably the first contact that new members have with one 
of our officers, so the V.P. of Membership is, in effect, the “face” of the club.  The V.P. 
of Membership is also dedicated to helping established members maintain their club 
benefits and stay in communication with the club. 

Responsibilities:  

1. Maintains an up-to-date and accurate new member packet and brings the new 
member packets to every general meeting.   
 
2.  Brings a cash box or wallet, with change, to make change for new members who pay 
in cash; never leaves the cash or checks unattended. 
  
3.  Asks new members to fill out a membership form when they join; answers all 
questions they may have in a friendly manner; gives everyone a new member packet;  
double checks to make sure they have filled out the form completely and legibly. 
 
4.  Transfers the information from the membership forms to a database of members,   
including the family member information. 
 
5.  Gives any monies received to the Treasurer along with an accounting of how many 
people joined and what they paid.  
 
6. Forwards the new member information to the V.P. of Communications so that they 
may be put on the broadcast email list.   
 
7.  Forwards the new member information to the Forum Administrator so new 
members may begin to access the Forum.  
 
8.  Every quarter, forwards the new member information to the Astronomical League, 
along with $5 membership for each new member.  
 
9. If someone ask to be removed from the broadcast communications, forwards that 
information to the V.P. of Communications, but keeps that person on the membership 
database. 
 
10.  In September, removes all members who have not paid that year’s membership 
dues, informs the V.P. of Communications, the Forum Administrator, and the 
Astronomical League. 
 



11.  Generates a new membership list every month and provides it to the Board.  
Reports at the monthly Board meetings the club membership numbers and dues taken 
in. 


