
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Extension Team (x5) 

Position Category  Resource 
Dept: Assistant Director of Extension 
Staff Counterpart: Director of New Chapter 
Development 

Summary of the 
position  

Members of the Extension Team assist with the 
expansion of Sigma Sigma Sigma on 
college/university campuses. Volunteers will 
support extension efforts by conducting campus 
research and planning for extension 
presentations.    

Primary Duties 1. Conduct advance research on an institution 
about campus history, traditions, key 
events, the interfraternal community, etc. 

2. Assist with presentation planning and 
logistics. 

3. Conduct campus evaluations to ensure the 
campus meets the required criteria for a 
success colonization effort.  

4. Complete advanced research to prepare the 
presentation team for success and enable 
each presentation to be personalized to the 
campus.  

5. Coordinate exploratory visits 
Secondary Duties 1. All National volunteers are required to 

complete position training at the discretion 
of their staff counterpart.  

2. Be knowledgeable about where resources 



 

are on the Members Only section of the 
National Website, Sigma Connect, in relation 
to the volunteer position. 

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 extension efforts. 

 Commit 5-6 hours/week to the position, 
with a monthly call with the Assistant 
Executive Director and participation in pre-
colonization planning meetings/conference 
calls.  Highest times of involvement are 
during the school year, August-May and 
vary greatly depending on expansion efforts.  

 This position will serve virtually with the 
possibility to travel based on volunteer 
availability and department need.  Events to 
travel to would include:  
o Colonization weeks to recruit and 

interview potential new members 
o On-campus extension presentations  

 Arc Degree ceremonies during formal 
colonizations. 



 

Qualifications and 
Skills 

QUALIFICATIONS 

 Alumnae membership in Sigma Sigma 
Sigma.  

 Possess the capability to express and 
teach others about Tri Sigma’s mission, 
vision and values.  

 Experience with extension, 
marketing/public relations, recruitment, 
and/or advising preferred 

 Additional experience in collegiate 
chapter operations and alumnae 
relations.  

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

 Follow all national and local policies 
 Be a positive advocate of Sigma Sigma 

Sigma 
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. 

 Strong written and oral communications 
and presentations skills. 

 Strong critical thinking skills and capacity 
for working within a team. 



 

StrengthQuest 
strengths 

Activator, Arranger, Communication, 
Competition, Context, Developer, Includer, 
Maximizer, Relator, Winning Others Over (WOO). 

 


