National Speakers Association
Job Responsibilities

Term:_________________________


All Board members are expected to:

· Attend at least (min #) programs and (min #) board meetings/conference calls during their term in office

· Invite prospective members to be our one-time free guest at a monthly program

· Submit and manage your income and expense portions of the chapter budget

· Forward the names & addresses of leads to the Chapter Communications Coordinator

· Provide ongoing, time- (Chapter), in good standings

· Identify and develop the leadership of chapter volunteers for succession planning

· Implement the action steps identified in the strategic plan and any other responsibilities agreed upon by the board

· Submit monthly status/activity reports to the entire board by the 1st of each month

*** Note: Chapters must have a minimum of 7 board members: President, President-Elect, Past President, Treasurer, Secretary and two (2) others determined by the chapter.

In addition to the duties outlined in the by-laws the following shall:

1.  President (Board) : ___________________________________ 

A. Provide leadership to the board of directors.

B. Serve as Chief Executive Officer and Business Manager of the Chapter

C. Represent the best interest of the chapter and speaking industry at all times in accord with the Bylaws, policies, Code of Ethics and ongoing requirements of NSA

2.  President-Elect (Board): __________________________________________ 

A. Perform duties of the President in the absence of the President or at the President’s request

B. Prepare and submit the NSA Blueprint for Success Business Plan 

C. Attend Camp NSA in November and present a Leadership Action Plan of ideas to the board

D. Coordinate the succession planning with the Nomination Committee

3.  Past- President (Board): __________________________________________ 

A. Serve as the Executive Advisor to the President

B. Complete/coordinate any special project appointed by the President 

C. Represent the best interest of the chapter and speaking industry at all times in accord with the Bylaws, policies, Code of Ethics and ongoing requirements of NSA
4.  Secretary (Board): _________________________________________________ 

A. Record and maintain permanent records of the business of the Board and the Chapter except for financial records

B. Help the President communicate with the Board pertinent information, such as Bylaws, Board Books, and meeting minutes and announcements

C. Preserve a historical binder of the board documents having legal implications

5.  Treasurer (Board): _____________________________________________ 

A. Maintain accurate financial records and reconcile monthly bank statements

B. Manage all financial aspects of the chapter’s business  (i.e. revenues from membership dues, program fees, special project revenue and all expenses)

C. Providing monthly financial reports (i.e. Balance Sheet, Income Statement, Budget Variance) at board meetings or when called upon by the President 

6. Chapter Communications Coordinator (optional): ___________________________________

A. Keep the chapter contact database up-to-date using ACT! Software

B. Create and distribute reports to board members (i.e. Volunteers, Past Due, Monthly Status)

C. Print, and/or distribute electronically contact information for board member communications

7.  Marketing Director (optional): __________________________________________ 
A. Utilize creative ways to let people know about NSA/__________________ (i.e. radio, television, (website)  and strategic partnerships)

B. Submit articles and press releases to educate the business community, encourage program attendance, and recruit members 

C. Ensure the maximum use of the NSA brand and submit the MORE Application by May 1

8.  Membership Directors (optional): _________________________________________
A. Manage the membership recruitment and renewal process

B. Communicate a listing of all active contacts within our database  (i.e. www.NSAIowa.org)

C. Work with the Chapter Communications Director and NSA to keep track of prospective members

D. Coordinate the member recruitment contests and encourage submitting NSA prospective through the Each One, Reach One contest by June 15

9.  Program Coordinator (optional): _______________________________________________

A. Considering the needs of our chapter, plan and coordinate at least eight educational programs in a calendar year

B. Manage the logistic requirements for each program and speaker

C. Coordinate each program’s announcement, the icebreaker and speaker introduction for each program

D. Evaluate and enhance the audience satisfaction and the effectiveness of each program

