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Executive Board Member (Officer)- General

Time Commitment:
Term: One Year (non-Presidential roles)

Reports to:  President
Estimated Time Requirements per month:
· Attending monthly chapter meetings: 3 hours plus travel time
· Communicating with the President: 2-3 hours 
· Discipline specific duties: varies, 4-5 hours
· Attends annual 1-2 day Board Retreat in November/December.
Requirement:  Must be a National ASTD member to serve as an officer of the Central Florida 

Board
Description of Responsibilities:

· All Executive Board members are voting members of the Board.

· Contributes information related to annual ASTD CORE requirements to aid the immediate Past-President in submission to national ASTD.
· Assists the Chapter Knowledge Manager and President with revisions to the Chapter Operational Guidelines, as needed.

· Attends monthly Executive Board meetings and programs/events as scheduled and provides a summary of monthly activities pertinent areas of responsibility.

· Reports on key initiatives and status of goals for your specialized area.

· Contributes article(s) to the chapter newsletter.

· Provides leadership/ support to their specialized area through on-going communication, team building, and influence in achieving your area’s goals and initiatives.

· Coordinates certificates of appreciation for outgoing volunteers, speakers and sponsors in their respective areas of responsibility with the President, as appropriate.

· Identifies potential committee needs and volunteer requirements for individual areas of responsibility and appoints committee members, as needed.

· Becomes familiar with functioning and capabilities of the Wild Apricot software.

· Reports to the Chapter President.
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