MEMBERSHIP SECRETARY

Position:

Elected, serve a two-year term

Time Commitment:
Approximately 1-2 hours per month plus travel (board meetings, etc.)




Computer assistance is necessary.
DUTIES
I. Serves as a voting member of the Board of Directors.  Required to attend APIC-VA Board meetings and annual membership meeting. Serves as chairperson of the Membership Committee.
II. Submits budget request to treasurer for the following year.

III. Prepares and submits an annual report of activities and accomplishments as Membership Chair for presentation at the annual membership meeting.

IV. Retains the September APIC-VA membership list for future reference.  The Membership Secretary should destroy all but the current list.  Make copies for all APIC-VA members and distribute at the annual conference.
V. Updates the mailing list quarterly, including e-mail addresses if available.
VI. Serves as contact between APIC-VA members and National APIC on issues pertaining to membership.
V.
Sends “Welcome Letter” to new APIC-VA members. 
VII. Mails/E-mails membership brochures (APIC-VA) as prospective members’ names are received.

VIII. Updates membership directory at least quarterly and provides a copy to the membership during the annual educational conference.
IX. Provides the Nominating committee members with a list of eligible voters for the election.

X. Mails address labels and/or E-mail addresses as follows:

A. To the Chairman of the Nominating Committee in April and July.
B. To the Chairman/Co-Chairman of the Educational Conference in June and July for mailings in July and August.

C. Upon approval by the current Board of Directors, labels/E-mail addresses should be made available as requested.
XI. Prepares and presents quarterly reports to the APIC-VA Board.  
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