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Position Description

Application deadline: March 15, 2016 (or until filled)
Wisconsin Agricultural and Life Sciences Alumni Association  (WALSAA)

Membership & Events Coordinator

Part Time:  10 to 15 hours per week (on average).

The Wisconsin Agricultural and Life Sciences Alumni Association (WALSAA) is a 501 (c)(3) non-profit organization dedicated to supporting and strengthening the educational effectiveness and opportunities available in the College of Agricultural and Life Sciences (CALS) at the University of Wisconsin-Madison.  WALSAA cooperates with the Dean, CALS faculty and students to foster collaboration and communication between alumni and the College.  The Board currently does fundraising to support and recognize students, departmental and college endeavors, executes several alumni events, and fosters networking between members.  

Membership & Events Coordinator is an independent contractor that reports directly by the WALSAA Board President.  Coordinator works in cooperation with WALSAA Board officers, directors and staff (bookkeeper) as appropriate.  In addition, the membership and events coordinator will perform the following services in return for payment:
In support of the Board:

· Complete assignments and projects on a timely basis for the Board as directed and prioritized by the WALSAA President.

· Plan and attend all Board meetings (currently 4 per year) along with distributing related materials.  
· Maintain board contact lists, meeting minutes and assist with board member orientation.
· Maintain Board documents/filing and assist WALSAA Bookkeeper and Treasurer with basic financial management including processing donations and deposits and submitting copies of checks and deposit slips, and  additional financial reporting as needed.
· Support the activities and endeavors of all WALSAA committees including, but not limited to the Executive, Finance, Scholarship, Marketing/Development, Farm and Industry Short Course, and Events committees.

· Be an administrative liaison for the organization with the CALS Dean’s office and the University as needed.
· Maintain the lifetime member, annual member and donor lists of the organization.



In support of Board, Membership & Activities:
· Assist in planning, coordinating and on-site execution of all existing and new events for WALSAA (4-8 events per year).
· Acknowledge and respond to requests from Board of Directors, members and donors within 2 business days.  

· Support coordination of all fundraising promotions, communications and growth for WALSAA.
Scholarship Activities

· Work with CALS and students to distribute scholarship announcements

· Support the acceptance of applications and organize scholarship committee meetings for review and interviews

· Support public relations efforts related to the scholarships; prepare and distribute scholarships results and press releases

· Plan and execute logistics and materials for the contest judging

· Organize recognition event with student recipients and ambassadors, WALSAA Board, and CALS stakeholders (i.e. BOV, Daughters of Demeter).

Coordinate with FISC staff and scholarship committee to get annual WALSAA–FISC scholarship application, selection and recognition as requested.
Membership & Events Coordinator, Position Description
WALSAA Events
· Support the planning and execution of all aspects of WALSAA events including: venue confirmation and coordination, press release mailings, invitations, volunteer coordination, speaker coordination, foodservice, tents and decorations, gifts, recognition for honored guests, and thank you notes, etc.

· Create, track, and maintain online registration for all events via JotForm.

· Work with the WALSAA Committees and student volunteers, execute all activities day of event; setup, serving, auction tables, on-site registrations, name badges, financial collections and deposits, clean up and take down. 

· Support all aspects of any silent auction including: invitations/mailings, donor requests, auction item displays, etc.
· Work with the UW-Foundation to mail tax receipts for donations and thank you acknowledgements. 
· Keep all licenses and certifications up-to-date for raffle, food service, etc. 
Quarterly Newsletter, Website, & Other Membership Communications

· Coordinate information and photo gathering updated materials – assemble and submit to publisher and printer.

· Keep WALSAA bulk mail permit up to date and funded for mailings

· Maintain database of members and donors and update mailings with WI Alumni Association and UW Foundation

· Develop targeted campaigns to do segmented mailing and marketing of WALSAA for departments and associations in CALS

· Update Wordpress website as necessary to achieve the following: most recent President’s message, upcoming event information/ promotion, most recent WALSAA Express Newsletter, Event photos to photo gallery, and an up-to-date list of supporters (both calendar year and lifetime).  Basic HTML skills needed.  
· Actively use WALSAA Facebook page and Twitter account to keep followers “in touch” with recent and upcoming activities in addition to occasional solicitations to support WALSAA (donate).

· Develop invitations for events and mailings (using InDesign/Photoshop)

· Write and distribute event and award press releases
Travel

Services rendered by Membership & Events Coordinator will include attendance at all Board meetings during the term of this contract. This contract will include regular visits to CALS at the University of Wisconsin-Madison to coordinate scholarship and campus events, and as-needed routine errands to the bank, post office, etc.   

Coordinator also will need to attend 6–8 WALSAA events over the course of the year.  Travel to events hosted outside Madison, Wisconsin, and special errands at the request of the Board, will be compensated at current IRS mileage reimbursement rate and reasonable lodging expenses will be covered.  Meals will be covered by a per diem at the UW System rate.  
General arrangements

Membership & Events Coordinator will be provided with the use of cell phone to be used only for WALSAA related phone calls. This number will be the published WALSAA number for fundraising, events and general WALSAA correspondence.  In addition, WALSAA will maintain a PO Box for all related mailings, and the Coordinator will be expected to check the PO Box weekly.  A storage facility will be maintained for storage of WALSAA history, materials, etc.  The Membership Coordinator, from time-to-time, will be responsible for taking or removing items from storage based on events and need.
Flexible work hours:  On average: 10 to 15 hours per week.  Schedule dependent on WALSAA activities.  Membership coordinator needs to be able to work independently and be disciplined in setting their daily schedule.
Contract:
April 1, 2016 – March 31, 2017 (negotiable)
Payment:            Negotiable depending on skills and experience.
Term:

Contract will be re-evaluated after 12 months with the potential of a two-year extension.
Applications for providing the contracted service of WALSAA Membership & Events Coordinator will be accepted until March 15, 2016 or until position filled.
Submit cover letter and resume to: 

WALSAA Membership Coordinator Search Committee
Attn: Tom Janczewski




     At:
admin@walsaa.org
000000-1160\18592845.5

