
 
Sample volunteer job description  

 

Title: Membership committee chairperson  

 

Mission statement: The Brown Main Street program works to improve the downtown district of 

Brown MI using the Main Street Four Point Approach™ pioneered by the National Trust Main 

Street Center. 

 

Description: We need a volunteer to serve as our membership committee chairperson for the 

coming year. Brown Main Street now has 150 members, and these members need to be renewed 

and we need to expand our membership base. The membership chairperson will be responsible 

for organizing and implementing the renewal effort in the fall and the new member drive in the 

spring. Brown Main Street will provide all the brochures, labels, envelopes and postage. The 

chair will write and copy the letter, and follow up monthly by letter and phone with those that 

do not renew. The membership committee chairperson will make suggestions to the Brown 

Main Street Board about how to organize the new member drive at the January meeting, and 

then implement that activity during March and April. We are open to having co-chairs if you 

have a partner and provide a written list of who would be responsible for what tasks. The 

Committee now has three members. This work is done at your location; there are a few trips 

need to the Brown Main Street office to get supplies and make copies of the letters to go out.  

 

Time commitment: We estimate that this work will take about 10 hours a month during the 

months of the renewal and new member campaign.  

 

Skills needed: There are no specific skills required for this job, just the ability to write and 

passion for telling others about the opportunities to be involved with our Main Street program.  

 

Reimbursement: We will reimburse you for any expenses within two weeks of receiving your 

receipts.  

 

Deadlines: We will give you the labels for renewals on October 15. Please share your draft letter 

to go in the renewal letter to Bill Green your supervisor by November 1.  

 

Supervision: Your supervisor for this project is the Board chair Bill Green. His email is 

bill@greenarchitects.com. Phone number is 383-299-0009. Please contact him via email or phone  

 



Completion of Assignment: Please keep Bill Green up to date each month so he can report on 

your progress at the monthly board meeting. Please submit your time log when you submit 

your project. Please attend our annual volunteer picnic held each year the last Saturday in May. 

Please check our web sitewww.brownMS.org for more volunteer assignments. The list of 

opportunities is updated every week! 

 

Thank you for agreeing to volunteer for Brown Main Street. We hope you have a good 

experience.   

 


