
 
 
 
 

Recruitment Committee 
Chairman Job Description 
J O B  D E S C R I P T I O N   
O R G A N I Z A T I O N A L  M I S S I O N   
Kappa Alpha Theta nurtures each member throughout her lifetime, offering opportunities for intellectual and personal 

growth. This position supports this mission through the encouragement of best practices to bring in new members to 

Kappa Alpha Theta.  

 

P O S I T I O N A L  S U P P O R T  &  S U P E R V I S I O N  
This position is supported by an assistant director of collegiate services, who serves as a staff partner to the committee 

and committee chairman. The staff partner will provide administrative and logistical support to the committee, as well 

as continued training and development.  The staff partner for the recruitment committee will also serve as the chief 

Panhellenic officer for the Fraternity. This position will fulfill the expectations and responsibilities of a Kappa Alpha Theta 

workforce member as outlined in the Workforce Volunteer Handbook.  

 

R E S P O N S I B I L I T I E S  
• Fulfill duties as outlined by the Kappa Alpha Theta Constitution and Bylaws 

• Actively support the Fraternity’s strategic plan, working to implement the goals and objectives set forth by 

Grand Council, specifically focusing on the following as they relate to recruitment: 

• Fostering a culture of diversity equity and inclusion;  

• Ensuring a relevant experience for future members of the Fraternity; and  

• Securing a future for the Fraternity.  

• Provide guidance and insight to overall strategy, development of resources, policies, and college chapter 

support regarding recruitment. 

• Collaborate with the chief Panhellenic officers (CPOs) on matters related to NPC policies and procedures  

• Recruit and onboard recruitment committee members  

• Delegate college chapter support to recruitment committee members, determined by district assignment 

• Conduct monthly committee calls, working closely with the staff partner to develop agendas and topics 

• Recommend discipline/plans for chapters who do not adhere to Kappa Alpha Theta recruitment policies and 

provide follow-up support to college chapters 

• Attend Grand Convention, workforce leadership meetings, and other meetings as requested 

• Actively support the Fraternity’s strategic plan, working to implement the goals and objectives set forth by 

Grand Council 

• Willingness to travel to college chapters as necessary 

https://kappaalphatheta.igloocommunities.com/files/it8/new_officervolunteer_resources/workforce_volunteer_handbook_spring_2020pdf
https://s3.amazonaws.com/theta-portal-files/documents/manuals/2018%20Constitution%20and%20Bylaws%2011.8.19.pdf?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=AKIA4MNUX3OZL2LDKIXD%2F20200212%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Date=20200212T174529Z&X-Amz-Expires=300&X-Amz-SignedHeaders=host&X-Amz-Signature=fe9a4bf7b4582ad948a68cde7d45bc041bc3a504db492220bd33d7b5b7022e6f


  
 
  

• Provide review, oversight, recommendation for the following (in conjunction with staff partner).  

• Recruitment data collection 

• Strategic recruitment team direction  

• Recruitment action plans 

• High priority and watch lists  

• Educational leadership consultant (ELC) training 

• Alumnae involvement and education 

 

T I M E  C O M M I T M E N T   
On average, 5-8 hours per week, or 20-25 hours per month. Ideal volunteers are available to answer calls, texts, and 

emails with a critical response time during primary recruitment seasons. 

 

D E S I R E D  Q U A L I F I C A T I O N S  
Ideal volunteers have experience with college chapter recruitment, NPC policies, and release figure methodology (RFM), 

the ability to manage multiple projects at once, and the ability to consistently communicate with/support a large team.  

 

An ideal volunteer has strong communication skills, a desire to develop consistent committee dynamics and ability to 

work closely with headquarters staff and fellow workforce volunteers. 
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