Women’s Symphony League

Job Description 2011

Job Title

Placement Chair

Function

To make committee assignments for all active members (and associate members who request assignment), based on the member’s request when possible

Term of Position

One year

Peak Work Months

May, June and July along with the rest of the year when called upon

Meetings to Attend

Full Board and General Meetings

Responsibilities

To furnish all chairs of WSL Committees with a list of their committee members that includes names, addresses (home and email), and telephone numbers. 

To monitor completion of said placements and to make re-assignment when necessary

To assist the Membership VP to maintain the WSL database with regard to placements and their completion

Skills Required

Extensive working knowledge of Microsoft Excel, organization, communication, flexibility

Relationship to Other Chairs (with whom you work)

Membership VP, Yearbook Chair, any VPs or Chairs who need placement information or adjustment
