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Committee Volunteer: Director of Registration

Position Summary:

The committee volunteer will assist the VP, Programs in the registration process by helping members check-in at the events.
Time Commitment:
Term: Once a month at events
Reports to:  VP of Programs
Estimated Time Requirements per month:
· Attending monthly chapter meetings: 3 hours plus travel time(when available)
· Setting up/ checking in members/guests at the registration table: 1-2 hours
· Attends annual day Board Retreat in November/December: 1 day
Description of Responsibilities:

Chapter Support

Works closely with the VP, Programs to coordinate the registration list, check-in process and set-up.

Board/Chapter Participation
· This position is a non-voting Board role.
· Acts as the “face” of the organization in providing service to all registering members and guests.

· Oversees the registration committee members at meetings.

· Represents the chapter professionally and ethically in all business functions/organizational activities.
· Attends chapter meetings/programs as available.
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