
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Affinity Relationship Coordinator (x1) 

Position Category  Resource 
Dept: Marketing and Communications 
Staff Counterpart:  Director of Marketing and 
Communications 

Summary of the 
position  

The Affinity Relationship Coordinator will assist 
with purchase management for the Tri Sigma 
store, Purple and Pearls and development and 
management of the preferred vendor program. 

Primary Duties 1. Provide leadership and supervision to the 
Merchandise Committee. This includes the 
selection and training of members. 

2. Actively promote purchases through Purple 
and Pearls. This can look like: 

a. Developing social media posts for new 
items 

b. Developing emails for target audiences 
3. Implement research plans to better 

understand our audience and opportunities 
for design to grow the store. 

4. Review inventory lists to determine what are 
best sellers and what changes may need to be 
made. 

5. Manage and review vendors for acceptance 
into the preferred program. 

Secondary Duties 1. All National volunteers are required to 
complete position training at the discretion 
of their staff counterpart.  



 

2. Be knowledgeable about our Purple and 
Pearls store (www.purpleandpearls.com). 

3. Take advantage of opportunities the National 
Organization provides to educate and update 
volunteers on strategic initiatives and new 
procedures. 

4. Respond to communication within 48 hours, 
even if to share you are unavailable.    

Expectations  Uphold Volunteer Expectations as outlined 
by the National Organization.   

 Express a three year commitment to the 
success of Marketing and Communications. 

 Commit 8 hours each week to the position, 
with a monthly call with the Director of 
Marketing and Communications.  Highest 
times of involvement are during the school 
year, August-May. 

Qualifications and 
Skills 

QUALIFICATIONS 

 Alumnae membership in Sigma Sigma 
Sigma.  

 Ability to check and respond to emails at 
least twice per week. 

 Be a positive advocate of Sigma Sigma 
Sigma. 

 Must be a team player with a can-do 
attitude. 

 Fashion experience not required, but is a 
plus. 

SKILLS 



 

 Comfort and ease with Microsoft Office, 
Internet, Google Documents and 
teleconferencing.  

 Motivated self-starter who is able to work 
with minimal supervision and as part of a 
team. 

 Ability to delegate tasks to others and 
follow-up on tasks 

 Attention to detail 
 Pro-active 

StrengthQuest 
strengths 

Achiever, Focus, Ideation, Relator. 

 


