Trilogy Wine Club Membership Chairperson
Job Responsibilities

The membership chairperson shall exercise and perform the duties as prescribed by the Trilogy Wine Cub Executive
Board.

At all times uphold the integrity of the Club and act in a responsible manner

Serve as an ambassador of the Club, engaging with members and ensuring the mission of the Club is understood
by all

Commit to a 3 year term
Maintain a master list (Excel spreadsheet) of all members, including:
+ Name
+ Address
+  Email address
+  Phone number
+  Date joined
+  Date paid for current year
+  Home Social hosting information

Additionally, process new memberships and renewal memberships throughout the year as noted by the Treasurer
and reconcile any changes in personal information.

Report updated membership activities at the monthly Board meetings

Keep the President and Board informed of updates to membership and any changes to status as you become aware
of them

Post updated membership spreadsheet on the Club website

Send a Welcome Letter to all new members and provide new members with Club guidelines
*  Review and update Club guidelines document yearly

Identify vendor for producing name badges

Order and distribute name badges

Purchase name badges using personal credit card; reimbursement through the Treasurer
Attend as many Club events as possible

Provide feedback from members to the Board so as to improve our services

Assist as needed in ticket sales, wine distribution, clean up after Kiva events, etc.
Submit an article for the quarterly newsletters

Prior to the end of the term recruit and interview candidates. Collaborate with the Board members to select the best
candidates for the new term

Ease the transition for the new Membership Chair by providing and explaining all documents and processes, and
making ones self available for questions going forward



