HOSPITALITY DIRECTOR

Position Summary:

Welcome new members into the chapter and help coordinate the logistics of monthly membership meetings.

Responsible To: 

The members of the chapter

The chapter president 

Responsibilities:

· Greet all guests at monthly membership meetings ensure each new member is personally welcomed by the board and introduced at membership meetings.  This may include organizing a “buddy system.”

· Distribute welcome packets to new members after they are approved for chapter membership each month.  Inform new members of orientation meetings.

· Work with program chair to reserve facilities for monthly membership meetings and ensure the speaker’s A/V equipment is prepared for the meeting (i.e., screen, microphone, overhead projector).

· Plan meals and refreshments within budget for all functions including membership meetings, seminars, social events, and ceremonies.

· Take member meeting reservations so members can be validated at the door.

· Ensure up to date directories and name badges are provided at monthly meetings and seminars in coordination with the membership roster chair.

· Provide monthly updates to the chapter secretary before the monthly board meetings.  Attend monthly board meetings when appropriate/possible.

· Coordinate activities at the member meeting registration table, greet members/guests as they arrive, and assure that all financial transactions are recorded appropriately.

· Communicate with the treasurer to assure that the roster is marked for whom to bill for "no-show," and to assure that the treasurer can understand the amounts paid at the registration table and what those monies should be applied to (dues, meeting fee, or other).

· Prepare name badges from the registration roster prior to the meeting.

· Deliver any payments made at the door to the treasurer along with a copy of the registration roster.

· Coordinate the hospitality committee and assure that at least two committee members are at each meeting to check in members and guests.

· Attend all monthly membership and board of directors meetings.

· Participate in the development and implementation of short-term and long-term strategic planning for the chapter.

· Represent the chapter in the human resources community.

Resources Available:

· SHRM supplies the following resources for chapter hospitality directors

· Chapter Best Practices

· Chapter Position Descriptions

· Fundamentals of Chapter Operations
And MUCH MORE…available online at www.shrm.org/vlrc
