
Maintain the club’s website: 

1.      Keep website information current 

2.      Provide transparency to all members and site visitors (except password protected 
information) 
3.      Monitor site traffic by keeping stats on visits via laptop/tablets/iPhone 

4.      Upload monthly E-News (work for the Director of Communications) 
5.      Upload online directory as needed (work for the Director of Membership) 
6.      Add website capabilities like a calendar and Search options as requested by 
the Director of Communications 

Monthly luncheon invites: 

1.      Research the monthly speaker to obtain data in order to create the invite to send 
out in SignUp Genius (work for the Director of Programs) and to be included in the 
monthly e-news (work for the Director of Communications) 

2.      Send out the monthly luncheon invites (2 weeks then 1 week prior to the event) 
3.      Close the sign up at noon the Friday before the luncheon and call in the final 
number to the restaurant for normal lunches and vegetarian lunches 

4.      Tabulate invite responses from members through SignUp Genius, voicemail, e-mail, 
and texts 

5.      Send out event reminder 3 days prior 

6.      Start a wait list when the deadline has passed (policy is on the monthly e-news) 
7.      Create a spreadsheet of attending members for the registration table 

8.      Contact any no-shows for payment to be sent to the Treasurer 

Send out Informational e-mails: E-News, weather cancellations, or this recent cancellation due 
to the virus (work for the Director of Communications and the President) 

Art Fair 

1.      Create the volunteer sign up in SignUp Genius – tasks (and how many volunteers are 
needed) that are to be included in the sign up are given to me by the Director of 
Communications and Art Fair Director 

2.      Send out an e-mail to all artists requesting their permission to link from our club’s 
Facebook page to the artist’s Facebook page (work for the Art Fair Director) 
3.      Kick off the art fair sign up by sending out the request to sign up through SignUp 
Genius (work for the Director of Communications and Art Fair Director) 
4.      Send out reminders for each art fair task 3 days prior to the date a member has 
agreed to work 

 


