
Member Services Director – Job Duties
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a.   Serve as primary contact for KWWOA – Respond to all inquiries received via phone, email or website.

b. Promote Membership in the Association
1. Create annual membership application and distribute through various mechanisms.

2. Maintain membership rolls; active, associate, and honorary.

3. Attend conferences to help expand membership and bring awareness of the KWWOA.

4. Receive, safeguard, document, enter all membership orders.  Print and distribute membership cards and letters. 

5. Transfer membership funds received to the State Board Treasurer.
c.  Conference Coordinator 
1.	Serve on the conference committee.
2.	Develop the conference program, including training and social events.  Solicit pricing and establish contracts with all necessary vendors to support selected activities.  
3.	With input from Committee, solicit and schedule trainers for the conference.
4.	Prepare and submit all applications to the State(s) for approval and documentation of operator training hours earned.
5.	 Maintain records of all activities associated with the Conference.

6. Prepare and distribute brochures, announcements, etc., necessary to publicize conference activities via the website, snail and email. 

7. Serve as the liaison between the KWWOA, the Conference location and outside vendors.  Meet with representatives to plan all activities, included but not limited to meals, social events, AV needs, etc.  Document meetings, sign and maintain contracts and provide guidance necessary to fulfil these events in a successful manner.

8. Receive, safeguard, document, and transfer conference funds received to the State Board Treasurer. 

9. Reconcile Conference Expenses/Income and attendee information and report to the Board.

d. Assistance to be provided to the Local Chapters  
1. Assist the local chapters with training events, as requested, provided the local chapter has given the member services director the required information, and it does not conflict with Conference preparation.   Create training products and email reminders on the website as complete information is provided by the Chapter.

2. With input from the local chapter on the training program to be presented, coordinate one, two-day training program for each of the four chapters.  The training should consist of 12 approvable wastewater and 12 approvable drinking water hours, but can be fulfilled by topics that meet the core content for both disciplines.  The local Chapter will be responsible for coordinating the local training facility, sponsorships, social events and determining fees associated with such.  The Member Services Director will be responsible for all aspects of the training program, such as soliciting speakers and approval of the training program by the Kentucky Division of Compliance Assistance (DCA), preparation and distribution of the event flyer via hard copy and email, invoicing the local chapter for expenses incurred by the state board for the event, confirmation/preparation of the class roster, and submittal of training hours to the DCA.  The Member Services Director, will ensure set up of the classroom, conduct registration and greet speakers/attendees, but is not required to attend the training.

3.  Receive, safeguard, document and transfer training and sponsorship fees to the State Board Treasurer.


e. Maintain KWWOA web site
1.  Serve on the KWWOA Technical Committee and as the primary contact with the web provider.

2.  Fully maintain each page of the KWWOA website, serving as the primary contact for the website programmers.  

3. Identify updates that need to be made to the website for the new year.  Coordinate with the Technical Committee, Conference Committee, State Board and web provider, such that the changes can be identified, priced, tested and implemented no later than December 1.  Review and update the content on each page prior to the new year or as required.

4. Develop RFP for all work to be conducted and negotiate a contract.  Track the programmers progress based on the timeline created.  Test promptly and provide detailed feedback on any issues identified.  Once the changes are pushed to the live site, retest to make sure all the changes are working as planned.

5. Create products for all Chapter training classes, events and sponsorships as the complete information is provided by the Chapters, including emails for confirmations and event reminders.

6. Create monthly reports of all credit card purchases made on the website for the State Board Treasurer.

7. Pull a final membership roll from the website prior to new year changes being implemented.

8. Periodically, update and/or delete, user accounts based on information received.

9. Serve as the primary contact and assist website users with any questions to facilitate order placements.

10. Maintain a Web SOP that provides guidance on how to make every type of change on the website that does not require programming expertise.


f. Prepare biannual newsletter in January and July
a. Solicit content and advertisers for the January and July editions.

b. Draft articles.

c. Layout the publication, redrafting submitted content as necessary to facilitate the available space.  Proof document and solicit others to do so as well.

d. Solicit certified operator from the KY Division of Compliance Assistance for the January edition.  Create snail mail and email lists from the certified operators and KWWOA user list.  Utilize lists to determine hard copies required, create Constant Contact distribution list and snail mail list for the distribution company.

e. Solicit a price for printing and distribution based on the number of hard copies required.

f. Invoice advertisers and provide newsletter copies.

g. Miscellaneous
a. Attend meetings as a KWWOA representative.

b. Attend conferences to promote KWWOA, as specified by the KWWOA Chairman/State Board.

c. Maintain an inventory of all KWWOA equipment.  Coordinate the surplus of equipment in conjunction with the Board and provide an updated inventory and surplus list during February of each year.

d. Assist with the development of KWWOA Standard Operating Procedures and load them to the website.

e. Maintain a list of all online accounts and those that require periodic credit card updates to facilitate monthly online payments.

f. Receive, safeguard and prepare reports on the 16th and 30th/31st to transmit receipts and invoices received via mail.  Prepare monthly reports to transmit credit card expenses and PayPal Receipts.

g. Coordinate State Board Meeting locations, food and room reservations for the attendees based on dates established by the Board.  Submit potential Board Meeting agenda items. Prepare a Member Services Report for each meeting that identifies work during the previous period and work plans for the next period.
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