Voice of the Customer Chair Duties
Duties of the Voice of the Customer Chair
Monthly
1. Attend Section Leadership Committee meeting as non-voting member to advocate for members’ needs and wants as identified from customer listening activities.
Annually
1. Consult with SLC members on their needs for annual survey.
2. Develop, administer, and analyze the section’s annual VoC survey.
3. Present summary of annual VoC survey results to membership through presentation at section meeting and posting on section web site.
4. Provide planning recommendations to SLC based on annual survey.

5. Ensure that all section Qualtrics surveys are made available in Qualtrics ASQ library under “Sections”
6. Create an archival CD/DVD of the year’s survey data, analyses, presentations, and other pertinent documents with an index detailing the content.

As required

1. Develop, administer and analyze additional surveys as requested by SLC.

2. Conduct more in-depth analysis of survey data as questions arise.

Transition to new chair

Equipment/physical assets to turn over:

1. None

Intangible assets to turn over:

1. Qualtrics account: web address, user ID, and password

2. VoC Chair site email address, user ID, and password

Records to turn over:

1. Annual archival CD/DVD’s from annual duties item 6. 

Knowledge Transfer:

1. Incoming chair should review the information at http://asq.org/member-leader-community/positions/voice-of-the-customer/index.html to become familiar with the resources available.

2. Incoming chair should log in to the Qualtrics account and review the tutorial material.
3. Outgoing and incoming chairs should meet to discuss the contents of the archive CD/DVD’s

4. It is recommended that the incoming chair read a book or two on customer survey design and analysis and brush up on statistics useful for surveys.
