Wisconsin College Personnel Association

POSITION DESCRIPTION

Member Administrator

(appointed position—2 year term)

General Description—The primary responsibility of the WCPA Member Administrator is to coordinate the membership database and maintain contact with the Technology Coordinator and Area Representatives regarding changes in membership.  This person liaisons to the Past President.
Market the Organization

· Represent WCPA in a positive manner.

· Seek opportunities to talk about WCPA on your campus and across the state.

· Participate as requested in events (fairs, conferences, etc.) to promote WCPA.

· Create and print a membership brochure for events and mailings.

Recruit and Maintain Members

· Get to know the Chief Student Affairs Officer, faculty members, or other relevant leaders on your campus and engage their support in promoting WCPA.

· Maintain the member database and ensure that member’s dues are accurate.

Improve and Maintain Communication

· Participate in regularly scheduled meetings of the WCPA Board.

· Bring forward concern/issues of the membership.

· Send letters to all new members identifying their area representative(s).

· Assist area representatives in maintaining their distribution lists and databases.

· Send membership brochure to ACPA National Headquarters.

· Receive ACPA list of state members on a bi-annual basis.

Increase Diversity

· Make connections with state student affairs professionals under-represented in WCPA.

Enhance Professional Development

· Stay informed about trends, information and issues in the profession and seek ways to incorporate that into the delivery of our services.

· Shoulder-tap colleagues to present at the conference(s).

· Attend and participate in the annual conferences as reasonably able.

· Shoulder-tap people for Board and committee participation.

Information and materials to bring to Board Meetings:
· Printed database with highlighted additions since last meeting for all representatives.

· Printed database with highlighted additions since last meeting for President.

· Printed database of committee members.

· Tally of member numbers in each represented area.

· Any issues brought up by membership.

