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Committee Member: Director of Silent Auction Position Summary:

The Director of Silent Auction will manage all communications with potential and existing donors by increasing the quality and number of donations to benefit the silent auction and its participants.

Time Commitment:
Term: One Year

Reports to:  VP of Member Services
Estimated Time Requirements per month/year:
· Attending monthly chapter meetings: 3 hours plus travel time
· Communicating with the VP of Member Services: 2-3 hours 
· Design and implement silent auction donor program: 3-4 hours
· Attends annual day Board Retreat in November/December: 1 day
Description of Responsibilities:
Chapter Support
· Prospects for donations for the end-of-year event (both silent and live auction).

· Updating the form letter from our chapter with our tax information.

· Maintaining an inventory list for history and reporting purposes.

· The weekend prior to the event, organizes donations and creates bid sheets for each silent auction item.

· Includes putting together baskets/pairing similar items together.

· Delivers and sets up the silent auction on the day of the event.

· Recruits committee members for donation, collection and set-up.
Board/Chapter Participation
· This position is a non-voting role.
· Represents the chapter professionally and ethically in all business functions/organizational activities.
· Attends chapter meetings/programs as available.
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