Omega Phi Alpha – Position Description

Title:  Insignia Coordinator
General Purpose of Position:

The Insignia Coordinator shall make purchases of national insignia items and direct the selling and distribution of said items at convention and throughout the year.  She shall receive revenue from the sales and submit it to the Vice President of Finance for deposit. 
Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Business Operations
Accountable to:
VP Business Operations
Support from:
VP Business Operations
Works with:
VP Business Operations, VP Communications, VP Alumnae Relations, Convention Coordinator, VP Membership
Term of Service:
1 year(s) from July to July.  Maybe reappointed subject to yearly evaluation and other considerations.
Time Commitment: 
Minimum of 2 hours per week
Required Qualifications:  
· Any active or alumna member of Omega Phi Alpha may serve in a national appointed position.

Preferred Knowledge/Abilities/Experiences:

· Professionalism in dealing with outside vendors.

· Accessibility to chapters by phone, email, etc.

· Effective written and oral communication skills.

· Self-motivating.  Prompt responses to requests from NEB and active chapters.

· Knowledge of various vendors that provide variety of items that could be sold in the Rose Shop.

· Ability to maintain an accurate and detailed accounting of all purchases and sales of insignia. 

· Ability to research, compare, and gather bid requests to determine the best vendors for OPA, and provide written proposals for new items.

· Knowledge of OPA Logo and Insignia Policy and Procedures.

Duties and Responsibilities:

General Duties

· It shall be the duty of all elected and appointed officers of Omega Phi Alpha to perform all duties to the best of their abilities, to obey and uphold the constitution and principles of Omega Phi Alpha.  
· Submit a written annual and midyear report to the VP Business Operations by the deadlines set by the VP Business Operations.
· Submit monthly progress and summary reports to the VP Business Operations.
Insignia Orders

· The Insignia Coordinator shall make purchases of national insignia items and direct the selling and distribution of said items at convention and throughout the year.  
· Receive all revenue from the sale of insignia. 
· Prepare an accurate and detailed accounting of all sales and purchases and submit all collections directly to the Vice President of Finance for deposit.
· Research and collect any necessary bids for adding additional items to inventory in accordance with OPA’s Standard Operating Procedures.

· Maintain an accurate database of all approved OPA vendors.

· Coordinate and assist in purchases of insignia items used for gifts or fundraising activities.

· Create procedures needed for the distribution or sale of special order items (i.e. Leader shirts, graduation stoles).

Rose Shop and Other Sales

· The insignia coordinator shall run and organize the Rose Shop at national convention, online, and at other events as needed (chapter inductions, rallies, etc)
· Be responsible for set-up and break down of the Rose Shop
· Keep the online Rose Shop up to date with inventory information
· Receive all revenue from the sale of insignia.
· Encourage local chapters to bring items to sell in the Rose Shop at convention; disburse funds from local chapter sales after convention.
· Prepare an accurate and detailed accounting of all Rose Shop sales and purchases and submit all collections directly to the Vice President of Finance for deposit.
· Confirm purchases of insignia items are made only by or for members of the sorority in good standing (i.e. alumna, active, or LOA statuses).

· Distribute active and pledge pins requested by the VP Membership and VP Expansions. 

Convention/ Midyear Attendance required?  Yes/ No
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