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handweavers guild of boise valley, inc.

In addition to the Duties outlined in the Bylaws the Officers will carry out the following: 

Membership Officer -- Job Description

I.   Make introductions of guests and new members to the guild as needed. 

II.   Welcome new members  -  explain procedures, answer questions or refer person to appropriate 

member(s).

III. Create and distribute new member forms each year to promote the Guild and to obtain programming 

information from the membership.  

IV.   Assist with recruiting new members. 

V.   In May, notify the membership that it is time to renew their membership by paying dues.  Dues are 

due in June.  In August, send reminder postcards to those members who have not yet paid their dues.  

VI.   Collect dues, and give them to the Treasurer. 

VII.   Maintain the Membership List.

VIII.  Maintain the online Yahoo Group called BoiseGuild, including inviting new members to join and 

deleting those who are no longer members.  Refer to the Policy and Instructions on the BoiseGuild 

Yahoo Group for Members.

IX.   Prepare and distribute the Guild Directory at the October meeting.

A.  Refer to the Policy on Newsletter and Directory Advertisement Fees.

B. Contact vendors for advertisements and let them know where to send the fee. Ask if they want to 

repeat last year’s advertisement or whether there are changes.  When it is a new vendor, ask for 

advertisement copy and layout, which could be sent electronically or used from a business card. 

C. Verify payment before printing the advertisement. 

D. Convert the Membership List to the list that appears in the membership booklet (re-formatting 

from an XL spreadsheet to a Word document). Covert the list to PDF and send to members to verify 

information before printing.

E. Format and print Directory.  Include the list of members with address, phone numbers, email 

addresses.  Include information about meeting dates, program topics, list of officers, other 

committee positions, website, mailing address and general guild information, as space allows.   

Include the advertisements from the vendors who have paid the fees.
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F. Take booklets to a printing company for copying.  Choose the color for cover that differs from 

previous years.  Pick up the copies when complete.   Obtain at least 5 extra copies per year for new 

members.

G. Print labels for the Directory, one per member. Apply the labels and distribute the Directories at the 

October meeting.  Mail any Directories that are not picked up by members.

X.   Send updated Membership List to the Newsletter Chairman and the Web Master as needed.

XI. Notify the Newsletter Editor when to send complimentary copies of the Newsletter to prospective 

members or interested persons.  

XII.   Develop printed promotional material about the guild.

XIII.   Develop press releases when appropriate for guild events.

XIV.  Put guild information in newspapers and community calendars.

XV.   Orient a successor.

Revised November, 2012

 --  Job Description of the Membership Officer for the Handweavers’ Guild of Boise Valley, page 2 of 2 --


