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Membership Coordinator 

Overall 

The Membership Coordinator is responsible for welcoming and onboarding new members, and 
ensuring they feel supported and integrated into the organisation. The role involves providing an 
overview of the organisation’s offerings, explaining how the Shed operates, and suggesting activities 
or events based on individual interests. The coordinator plays a crucial role in fostering a sense of 
belonging, engagement and participation within the community. 

Specifically 

- Contacts new members, guides them through the setup process and helps them navigate Hello 
Club and BAND  

- Provides an overview of the organisation’s offerings, explains how the Shed operates, and 
suggests activities or events based on individual interests  

- Helps a new member order a membership badge  

Qualities and skills 

- Passionate about the Coolum Women’s Shed, with a desire to see it thrive and grow 

- Knowledge of activities available at the Shed 

- Knowledge of Hello Club and BAND 

- Willingness to learn and undertake training, as necessary 

Communication channel 

Operates on own initiative but supported by and reports to the Management Committee 

Anticipated workload 

Regular, estimated one to two hours per week, depending on frequency of members joining and how 
much assistance is required 

 

 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary 

Management Committee: coolumwomensshed@gmail.com 
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