Job Description

Membership and Resource Specialist

Membership

· contact members who have not renewed since July 1, 2007 by email, mail or phone to determine and update membership status 

· Prepare lists and reports using information from the Community Links data base and the Preventing Falls Together database

· Assist in the development of a membership package to distribute to new and renewing members of Community Links

· Conduct a new member drive using pre-determined lists (e.g. Seniors Groups and Councils, NS Members, Canadian Pensioners Concerned), through mail and with telephone follow-up

· Distribute member package to new and renewing members

· analyze existing data bases and recommend changes to structure

· responsible for maintaining data bases during employment period

Resources

· compile and prepare list of Community Links print resources, including brief description of contents 

· use print resources and internet research to prepare articles and fact sheets on specified topics of interest to seniors

· research and prepare items for the Community Links e-bulletin and newsletter

· prepare and distribute the monthly e-bulletin during the period of employment

· update the NS Volunteer Forum website during period of employment

· develop a list of educational resources, hand-outs and fact sheets used in the preventing falls together program

· design an order form for use by PFT staff and volunteers to request resources, including turn around time, shipping instructions, etc.

· arrange for printing and organized storage of an inventory of most frequently used PFT resources.

· Set-up and attend Community Links/Preventing Falls Display at the 50+ Expo in Halifax.

Other related duties as required.

Supervision: Day to day supervision by Community Links Office Administrator. 

Mentoring plan: training and mentoring will be provided in the areas of

· data base administration

· issues of interest to seniors

· internet research 

· communicating with members by telephone, mail, and in person

· records management

· general office procedures

Safety:  An opportunity to participate in First Aid/CPR training will be provided, along with a safety and security orientation conducted by building manager. (Sport Nova Scotia Building)

