Membership Coordinator
Overview
The Membership Coordinator organizes the signing up of students to be members of the Coop and works to schedule all of those students to a work weekly shift in the coffee shop.  The Coordinator links the members with the rest of the coordinators and encourages members to strengthen the Coop community.  The Membership Coordinator works with the Coffeeshop Coordinators to help organize and run coffeshop training for the workers.  The Coordinator also organizes member events, including a monthly Membership Meeting, and makes sure that the members’ voices are heard in the decisions made in the Coop. 
Responsibilities 

The tasks for the Membership Coordinator are as follows:

· A week before school starts each semester, email the previous Coop member list an advertisement to volunteer at the Coop coffee shop.

· Organize a group to put together NSO Coop welcoming party for incoming students. (Optional, planned by all Coordinators)

· First week of school organize tabling and signing people up to work at Coop.

· Create the Coop coffee shop work schedule. 

· Help plan trainings and train new workers with coffee shop manager.

· Communicate with members to find proper shift times for them.

· Communicate with workers about shifts missed (responsibility shared with coffee shop manager)

· Head subcommittee to plan volunteer events, dinners, outings, movies etc.

· Work with coffee shop coordinators to discipline anyone not coming to their shift.

· Good communication with coffee shop coordinator about problems in the Coop.

· Run monthly member meetings for Coop members to inform them of events, decisions being made, and the decisions they need to make.

· Represent the voice of the members in the coordinator meetings.

· Train new coordinator for membership position

· At the end of the semester, send out thank you letter to members with final update, semester’s highlights and lowlights, and invitation to work following semester. 

· At end of semester when coordinator switch occurs meet with the old coordinator to receive applications for those who applied to volunteer for the next semester.

Tips
· DELEGATE!

· Get all forms for position on web disk under membership file. 
· Organize a group to table outside the Bon and Library for people to work a shift at the Coop. Do not try to do it just on your own!

· Coordinate with coffee shop manager about trainings in the beginning of the year. They should lead the trainings, but Membership Coordinator should be present to help.
· Keep an excel worksheet (or whatever works for you) of everyone who signs up to work.  Columns include, email, phone number, MSC, working, alternate, which email list they are on, whether or not they have received their Coop card and a notes column. 
· For NSO bash work with David the RD of forest and events coordinator. David’s email- dba@lclark.edu
· Keep an excel worksheet of the Coop worker schedule. KEEP IT UP TO DATE THIS WILL MAKE LIFE MUCH EASIER. 
· At beginning of year send worker email list to Tech coordinator to put all emails on list serve.
· Send updated coffee shop schedule to Tech coordinator and coffee manager whenever it changes so they can make updates. 
· Create or ask an artist to make a Volunteer Coop Card template.  Take to copy room and organize group to fill in names and distribute to members.
· Plan out the dates and times for the monthly member meetings and give them to events coordinator at the beginning of the semester. (also give these dates to members at training)
· Send out an email about five days before next member meeting with the agenda. “Mandatory meetings for everyone who is a member.  

· FOOD!  Ice cream is especially cheap at the Fred Meyer, and pizza usually runs about 25-45 dollars.
· Send out an email the day before the meeting just as a reminder.
· Create an agenda from ideas at Coordinator meetings and from the last meeting. Talk to org/dev coordinator about ideas on running the meetings. 
· In general, try to hang out in the Coop the first open week as much as possible just to get to know people because this position should be fun and you should meet some amazing people.
· Last, keep in contact with people. If you are feeling overloaded bring it up with org/dev coordinator or at the Coordinator meetings!
