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Girl Guides of Canada - Nova Scotia Council

MEMBER SERVICES

MEMBERSHIP REGISTRATION & RETENTION ADVISER

Position Description

March 15 2016

Mission

Girl Guides of Canada-Guides du Canada enables girls to be confident, resourceful and courageous, and to make a difference in the world.
Purpose
To promote and support all activities relating to registration and retention of girl and adult membership.  
Accountability

Provincial Council and Member Services Coordinator
Responsibilities

· Work collaboratively with the Area Membership Advisers to support the implementation of Membership Registration and Retention for adults & girls in their respective Areas; champion and advise on Membership Registration and Retention issues and directives that provide key messages.
· In conjunction with the Membership Support and Community Development Coordinator and Area Membership Advisers monitor the Provincial Membership Development Plan and update for current short and long term goals. 

· Support the Records Management Coordinator and the Customer Service Representative in regards to iMIS support, INQ adult inquires and Guider screening.
· Support & encourage registration events, recruitment initiatives around the Province with the help of Area Membership Advisers.
· Promote consultations with and active leadership roles for Girl Engagement opportunities
· Champion On-Line registration within the province. 
· Administer the Nova Scotia Chief Commissioner Bursary Program
· Promote the GGC Awards programs (National and Provincial) for the recognition of member contributions.
·  Utilizing annual registration statistics and external resources (ie: School Board statistics) develop and implement recruitment and retention strategies. 
· Attend Provincial networking advisory conferences, submit reports accordingly, and bring forward suggestions and proposals.
· Provide written updates for each Provincial Council meeting and an annual report to Member Services Coordinator. 
· Actively participate in Member Services Forum meetings.
· In consultation with the Member Services Coordinator complete Budget Request Forms and working papers in preparation for annual budget.
· Monitor the Program budget and approve and sign expense claims as appropriate.
· Actively participate in linkage opportunities with Advisers in other Provincial jurisdictions and inform Member Services Coordinator of discussions and seek advice and direction as appropriate.
· Ensure current resource materials are maintained in the lending library at the Guide Office as appropriate.
· Promote and support two-way through-out communication through-out all levels of Guiding. Create and submit articles, on a regular basis, for inclusion in Coastlines and for posting to GGC NS Social Media and comply with media copyright laws. 
· Ensure that planned activities are aligned with the GGC Strategic Priorities. 
QUALIFICATIONS: 
·  Ability to exercise critical, analytical, problem solving and decision making skills, 

·  Strong leadership skills, 

·  Strong communication, listening, and interpersonal skills with ability to communicate effectively via multiple media sources, 

·  Ability to work with a team and independently, 

· Familiarity with membership growth initiatives, 

·  Ability to facilitate and chair meetings, solicits views, opinions, and advice, and navigate difficult issues.
EXPECTATIONS AS A MEMBER OF MEMBER SERVICES TEAM: 
· To act in the best interests of the Team as a whole rather than a particular location or personal interests, 

· To contribute to the advancement of Guiding within the Provincial Council jurisdiction, 

· To participate fully as a member of the Team on all matters under discussion, 

· To maintain close communication with the Member Services Coordinator informing her of issues of importance as they arise, 

· To prepare for and participate in all meetings by reading all pre-meeting documents, seeking clarification on an issue as needed, making decisions in the best interest of GGC, and respecting the Provincial Council’s decision making processes, 

· To work collaboratively with all Advisers to ensure best management and stewardship of Guiding within the provincial jurisdiction, 

· To participate on any Provincial Council review or assessment processes. 

Term of Office

Three (3) years
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