Membership Chair Duties

Monthly

1. On the second or third of the month download from the ASQ website the membership numbers for new members and total members and unpaid for the previous month.

2. Provide the spreadsheet with email addresses for new members to Megan Gillespie at Performance Validation (megan.gillispie@perfval.com) to send emails out welcoming all new members and giving them a free dinner for a dinner meeting within the next couple of months.

3. Instructions for downloading the monthly data is as follows:

a. Go to Member Leaders Page on the ASQ website.  Select Resources

b. Select Reports.

c. Select See Also Membership Resources.  Select Membership Lists (downloadable).

d. Select Membership Lists & Reports (must have access to database).  Answer Yes to Terms of Use.

e. Select Section Membership Monthly Report.

f. Once in the downloaded files select new members and download to your computer and send to Megan.  Count the number of new members.  Check the Membership list and determine how many members are listed for the month.

4. Attend the monthly ASQ Leadership Board meeting as a voting member and report as to how many new members there were for the previous month and also the total membership numbers.

5. Review unpaid members list and send e-mails to these members reminding them of the value of their membership.  Templates for e-mail or letters are on the ASQ website for Member Leaders under resources.

Annually

1. Consult with Senior Leadership Members on their needs or present ideas for trying to improve membership numbers.  If a committee is formed,then plan  a new member activity.

2. Notify business and organizations in the are without noticeable membership of the benefits for members and the value they provide to the organization. 

Transition to New Chair

Equipment/physical assets to turn over:

1. None

Intangible assets to turn over:

1. None

2. Section Chair must get ASQ National to provide access to the new Membership Chair and remove the old membership chair from access.

Records to turn over:

1. Last 12 months of Membership data for reference use by new chair.

Knowledge Transfer:

1. Incoming chair should review the information at the ASQ website for Membership Chair.

2. Outgoing and ingoing chair should meet to go through the download process from the ASQ website.

