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ATD-LA 
Director of Membership
Position Summary

The Director of Membership manages the overall membership function including the design and implementation of programs that broaden membership engagement for the chapter, increasing membership, and retaining current members.

Reports to: President-Elect or President 
Time Commitment

Term: Two years (election held in odd numbered years) 
Estimated Time Requirements per Month:

· Attend monthly board meetings – 1.5 hrs/month

· Attend as many monthly chapter meetings as possible: 3 hrs/month
· Execute Director of Membership responsibilities – 1-3 hrs/month 

Responsibilities 
Member Satisfaction

· Ensures new members are listed in weekly newsletter every month by coordinating with office administrator.
· Sends new member welcome packet and member benefit sheet to new members 
every month.
· Welcomes new members and guests (non-members) at chapter meetings.
Member Recruitment/Orientation

· Establishes a membership goal for the fiscal year.
· Coordinates with office staff to offer new member incentives such as Valentine’s Day or Black Friday specials following template set up in admin website.
· Seeks opportunities for new group memberships and sponsorships through corporate or non-profit entities. 
· Oversees new member orientation conducted by Orientation Facilitator.
Member Retention

· Follows up with members whose annual membership is about to expire or whose membership has not been renewed and suggests renewal.
Reporting

· Tracks new, renewed, and expired memberships and reports metrics. 

Board Participation
· Attends and participates in monthly board meetings. 
· Reports on membership metrics to board at monthly meetings.
· Ensures membership metrics align with CARE requirements.
Training

· Recruits and trains incoming Director of Membership.

· Recruits and trains volunteers to support membership function.

Qualifications 

· Member of ATD National and ATD-LA chapter.
· Solid marketing and public relations skills.
· Skilled in written and verbal communication, personal interaction and problem-solving.
· Ability to plan, organize and execute activities as required by the position.
· Ability to complete projects within established timeframes.
· Ability to delegate tasks and monitor follow-through.
· Time available to fully participate in chapter programs and board meetings. 
· Has a willingness to advocate for the chapter.
· Ability to seek others out as volunteers.
ATD Resources                                        

Chapter Relations Manager (CRM)
National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)
Sharing Our Success (SOS)

Chapter Leader Community (CLC)
Leadership Connection Newsletter (LCN)
Toolkits
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