Welland Valley Art Society
Job Title — Purchasers Database Coordinator

The objective is to contact previous purchasers either via email or post to them an invitation to the exhibition
preview (hard copy or jpeg image)

The Purchasers Database Coordinator’s role is to

Post Exhibition (twice a year)

Liaise with the Exhibition Secretary to collect the sales books from the latest exhibition

From these books enter Name, email and address of purchasers and date of last purchase onto the
Purchasers Excel spreadsheet. Only do this if the purchaser has consented by ticking the box on the
sales sheet allowing to be contacted with future details of exhibitions. Encouragement to stewards is
consistently required to address this issue.

Check whether they are already entered. If they are the "Last Purch" (last time they have purchased)
date needs updating.

Update the last purchased column, as these purchasers will receive a postal invite to the next
exhibition Preview Evening.

Key purchasers also will receive a printed invite (Key purchasers are those that have bought regularly
over the 3 years.)

All remaining purchasers will receive an email invitation to the Preview evening

Prior to the next Exhibition

Prior to printing of Preview Invites (around 12 weeks before next exhibition) liaise with the Exhibition
Secretary on how many printed invitations are needed for last Purchasers and key purchasers

Ensure there is stock of envelopes and 2nd class stamps for posting.

About 1 month before an exhibition, labels for the Key Purchasers and Last Purchasers are printed and
a printed invite is sent. The labels are created using a mail-merge process within MS Word.

All other purchasers receive an email pdf invite. Access is needed to the Exhibitions Secretary WVAS
yahoo email to send out BCC invite to all purchasers to be contacted by email.

There are occasions where an email address has not been provided so an invite is posted.

Returned email address are deleted and a postal invite is sent in this case
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