DUTIES OF THE POSITIONS DURING

2011 ELECTION CYCLE
DUTIES OF THE PRESIDENT-ELECT AND PAST PRESIDENT shall be: 

· serve as at-large members of the Chapter Board of Directors and perform duties assigned by the President with the consent of the Chapter Board.  
· serve as Nominating Committee Chairperson.

· chair task forces and subcommittees designed to deal with organizational issues such as Bylaw amendments, conference policy or internal operations;

· ensure that the Bylaws and Conference Manual are updated as necessary;

· act as liaison with other chapters and with specific allied programs;

· participate in advance preparations or training for duties assigned as Chapter President when requested by the President;
· act as mentor for the student representative and work with the student representative to clarify his or her portfolio, including responsibilities and budget
DUTIES OF THE PRESIDENT shall be to:

· preside at Chapter Board of Directors and Executive Committee meetings;

· represent the Chapter at official functions;

· act as spokesperson (along with the Executive Director and the Vice President for Policy and Legislation) when the media contacts the organization for comment;

· serve on the Chapter Presidents Council;

· carry out the policies and programs established by the Chapter Board of Directors and be responsible for the management of the affairs of the Chapter;

· chair the Strategic Plan Committee and ensure the Strategic Plan is updated as necessary;

· coordinate Board-related conference activities, including general troubleshooting and assigning "leadership" events; prepare opening/closing remarks as requested by the conference committee; 

· chair various ad hoc committees;

· oversee relationships between management staff, their contractors, and portfolio officers;

· accept grants and execute contracts and agreements when specifically authorized by the Chapter Board of Directors, all within the purposes of the Chapter; and

DUTIES OF THE VICE PRESIDENT FOR ADMINISTRATION shall be to:
· maintain the general funds and accounts of the Chapter, and be responsible for their security;
· make the payment of staff salaries and other benefits authorized by the Chapter Board of Directors;
· contract and perform an external audit of the Chapter books and accounts at times directed by the Chapter Board of Directors;
· provide the Chapter Board of Directors with quarterly reports of the income and expenditure status of the annual budget and a financial statement indicating the status of the Chapter accounts;
· prepare an annual report for the Chapter Board of Directors indicating the final status of the Chapter budget accounts, including deficits or carryovers that may occur;
· prepare and submit an annual budget to the Chapter Board of Director's for adoption;
· function as Chairperson of the Chapter's awards program and coordinate the Chapter's membership activities;
· regularly evaluate and update the Chapter Financial Policies;
· conduct long range forecasting and programming in cooperation with the management firm;
· conduct annual meetings with Section Treasurers at the Chapter Conference; and

· coordinate financial and administrative activities with the Chapter's Director of Administration.

DUTIES OF THE VICE PRESIDENT FOR PUBLIC INFORMATION shall be to:

· manage and oversee the production of the Chapter newsletter, providing general guidance and assistance to the Chapter's contract newsletter staff;
· direct and oversee implementation of the Chapter's public information program, including pubic relations, community outreach, web site and marketing activities not otherwise associated with membership development;
· provide general information and referral services to Section newsletter editors, public information officers, and related functions;
· develop a multi-year public relations program with Chapter public relations staff;
· develop a web site program with the Chapter Technology Director;
· meet with newsletter/public information officers from each Section at the annual conference; and

· develop public relations and media training programs for distribution to Section officials, the Chapter Board of Directors, and individual and agency members at large; 

