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Position Purpose:  To Maintain a current list of members of the PRIDES. 
 
Appointed by: Board of Directors 
 
Length of Service:  Open 
 
Position Duties/Responsibilities: 

1. Maintain a spreadsheet of current members, including name, address, 
phone number and email address.  This information is gathered from the  
Phase Coordinators and/or members of the Board. 

2.  Provide a complete roster to the President twice a year. 
3.  Maintain email distribution list. 
4.  Provide mailing label information to the Secretary as needed. 
5.  Assist Email/Phone Coordinator as needed. 
6. Provide memberships cards to the Phase Coordinators. 
7.  Assist publicity coordinator with updates on publications when appropriate. 


