Omega Phi Alpha – Position Description

Title: VP Membership
General Purpose of Position:

To oversee the sorority’s membership programs and requirements on the national level, supervise membership issues and requirements on local levels and handle all changes in the statuses of members that require national level attention.
Classification:  Elected 
Level: National
Relationships to Other Jobs:

Elected by: 
Convention Delegation

Accountable to:
Sisters of the sorority, National Executive Board
Support from:
National Executive Board, previous VPs Membership
Works with:
National Executive Board, chapter membership directors and the national office administrator
Term of Service:
3 years from the Convention of election to Convention three years later.  2 consecutive term limits apply.
Time Commitment: 
5-10 most weeks, around rushes and Activations it will increase to 15-20.  Other peak times include times include preparation for Convention and other NEB meetings.
Required Qualifications:  
· Any active or alumna member of Omega Phi Alpha may run for this position if she has been a member of the sorority for a period of one year after her activation or induction date and is in good standing with the sorority.

Preferred Knowledge/Abilities/Experiences:

· Comfort and confidence handling conflict resolution along with objectivity.

· Extensive knowledge of OPA pledging procedures, materials and membership statuses.
· Understanding of the procedures necessary to get chapters important materials (pins, manuals, tests, and certificates).
· Experience as a local membership director is preferred.
· Understanding of budgets and capability to create budgets for local chapters.
· Creativity in order to help provide and develop ideas for recruitment, rush or other pledge related events.
Duties and Responsibilities:

· General Duties

· All National Executive Board officers must perform the general duties listed in the NEB Member position description.

· Submit written monthly, annual and midyear reports by deadlines set by the President.

· Oversee all chapter pledging programs and assist pledge educators in pledge recruitment and pledging procedures.

· Track the progress of all pledges through the receipt of the pledge summary form.

· Provide each chapter with weekly quizzes and national test study guides at the beginning of each school semester, should changes occur.

· Provide each chapter with a current copy of the national test and answer key for grading.

· Receive the national pledge test answer sheets and confirm accurate grade.

· Forward the names of all members to be admitted for active status to the national executive secretary upon receiving the pledge summary results of each pledge class.

· Send written confirmation to chapters about the eligibility to activate their new members within one week of receiving all required pledge documents.

· Forward the national executive secretary the roster forms detailing the permanent addresses of any pledges.

· Notify each new member personally of the rights and privileges of lifetime membership by mailing active pins and membership certificates after confirmation of fulfillment of pledge requirements.  Notification should also include an explanation of the circumstances under which those rights and privileges can be forfeited.

· Chair the national membership council.

· Prepare a workshop/discussion session for the membership council meeting during National Convention.

· Approve budgets for Rush Assistance and notify VP Finance of approvals.

· Advise local membership directors with local membership issues.

· Send new members active pins and membership certificates upon receiving the necessary paperwork and confirming they have paid their Activation fees.

· Provide the VP Communications with current materials that relate to membership for the website and to write articles for the Chevron when requested.

Convention/ Midyear Attendance required?  Yes/ Yes
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