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Summary:

As Vice President Membership (VPM), you promote the club and manage the
process of bringing in guests and converting them into members. By
initiating contact with guests, helping them feel welcome, and providing
them with the information they need to join, you help maintain a constant
influx of new people into your club. You also attentively monitor membership
levels and strategize with the rest of the executive committee about how to
overcome membership challenges when they occur.

Responsibilities:
e Initiate contact with guests and help them feel welcome
« Provide hospitality and membership information for guests
e Reply to all communications from prospective members promptly
« Manage the process of converting guests to members
« Monitor membership levels and strategize with the club executive
committee to cover membership challenges when they occur
e« Conduct membership-building programs
« Promote the club and recruit new members
e Hold yourself and other officers accountable
« Remain current with the Leader Letter

Skills learned:
« Marketing
« Networking and relationship-building
« Strategic planning
o Critical thinking
« Internal/external communication skills
« Organization and problem-solving
e Positive small group collaboration
e Succession planning
« Compliance with standard procedures
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VP MEMBERSHIP RESPONSIBILITIES

e Recruit new members.

e |Initiate contact with guests and make them feel welcome.

¢ Follow up with guests after every visit.

o Offer to talk to them and answer any questions.

e Provide information to guests.

e Manage the process of converting guests to members.

e Have an onboarding meeting to show the resources on our club
website as well as Toastmasters International website.

e Conduct membership-building programes.

e Work with other club officers to strategize solutions to member
challenges.

HELPFUL LINKS AND DOCUMENTS

e The Value of the Vice President Membership Article
e New Member Orientation Guide

e Google Spreadsheet Guest Tracker

e Follow up Email

e Invitation Email

e Reminder Email

e District 42 Club Officer Tools Page

e VP Membership Checklist

e Club Leadership Handbook



https://www.toastmasters.org/magazine/magazine-issues/2022/apr/vpm
https://calgarypacesetters.com/wp-content/uploads/2025/06/Calgary-Pace-Setters-New-Member-Orientation.pdf
https://docs.google.com/spreadsheets/d/1dQJCk6-Sohj1Ju3JoHla_cy754rhkPfsEfM6HHPSJFY/edit?usp=sharing
https://docs.google.com/document/d/1lsXRV8hyVFIU4caY2OeA52Fxj20TeGcegzMpP787CaM/edit?usp=sharing
https://docs.google.com/document/d/18neRSjSE2MGmBbWn0igsO3j9SnAhsmM9FZ-fDXGAFzY/edit?usp=sharing
https://docs.google.com/document/d/1gxgE5DldShdRpOtyd7VqMa0h1rvxQ3SsB4it8rwNSu8/edit?usp=sharing
https://d42tm.org/club-officer-tools/
https://calgarypacesetters.com/wp-content/uploads/2024/01/Club-Office-Role-Checklist-VP-Membership.pdf
https://ccdn.toastmasters.org/medias/files/department-documents/club-documents/1310-club-leadership-handbook.pdf
https://ccdn.toastmasters.org/medias/files/department-documents/club-documents/1310-club-leadership-handbook.pdf
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ToP TIPS FOR A NEw VP MEMBERSHIP

1. Be the Warm Welcome!

You’re often the first point of contact for guests—greet them with a smile, introduce them
during the meeting, and follow up afterward. Make them feel at home.

2. Create a Simple Guest Follow-Up System

Have a templated thank-you email ready (like the one we just created!), and send it within 24—
48 hours. Include links to the club website, meeting schedule, and the orientation guide.

3. Keep Guest Info Organized

Use a spreadsheet or form to track guest names, emails, visit dates, interest level, and follow-
up notes. This helps with personal follow-ups and future invitations.

4. Promote Mentorship

Pair new members with mentors as soon as they join. Check in with both mentor and mentee
after a few weeks to ensure things are going well.

5. Know Your Club Fees & Membership Process

Make it easy for guests to join! Be ready to explain the fee structure, payment methods, and
how to register with Toastmasters International.

6. Leverage Club Resources

Familiarize yourself with Pathways, Easy-Speak, and the club’s orientation guide. Direct new
members to these tools to support their journey.

7. Collaborate with VP PR

Work together to attract guests through social media, open houses, and special events. You
bring the follow-through, they bring the crowd!

8. Celebrate New Members

Announce and welcome new members during meetings and in your club’s communication
channels. A little recognition goes a long way.

9. Be Available for Questions

Check in with new members after a few meetings. Help them sign up for roles, navigate
Pathways, and feel confident participating.

10. Stay Positive and Approachable

Not everyone joins right away—some need time. Keep the door open with kindness,
encouragement, and regular updates.

Vesna Ivkovic ivkovic@shaw.ca Calgary Pace Setters



mailto:ivkovic@shaw.ca
https://calgarypacesetters.com/
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https://calgarypacesetters.com/wp-content/uploads/2024/01/Club-Office-Role-Checklist-VP-Membership.pdf

