SUGGESTED JOB DESCRIPTIONS
These are suggested descriptions that can be revised to suit your chapter's specific organization.

PRESIDENT

Serves as President of the Board of Directors and the Executive Committee; ex-officio member with right to vote on all committees except the Nominating Committee.  Presides at annual meeting and performs such duties as prescribed by the Boar of Directors.

Term:  Refer to chapter bylaws (probably one year)

Eligibility:  Refer to chapter bylaws and policies

Specific Responsibilities:

· To motivate people to do their best

· To coordinate all activities toward achieving objectives

· To supervise others as they work toward chapter goals

· To evaluate decisions insuring agreement with national and chapter bylaws and policies

· To inform officers and board members about the state of chapter and national

· To manage meetings according to Robert's Rule of Order, including preparing agendas, controlling member interaction, approving minutes and following up on action items

· To support and defend policies and programs adopted by the Board

· To keep chapter financially sound, adhering to the budget and following financial procedures

· To appoint committee and task force chairs, give directives and provide regular opportunities for committee reports at board meetings

· To report to members on chapter operations and board actions through speeches, letters and publications

· To serve as spokesperson for the chapter to the local press, related organizations and the public at large

VICE PRESIDENT

Presides at meetings in the absence of the president.  Performs the duties of the president in the absence of the president or at the president's request.

Term:  Refer to chapter bylaws (probably on year)

Eligibility:  Refer to chapter bylaws and policies

Specific Responsibilities:

· To be knowledgeable about chapter activities in order to take over or represent the president

· To accept specific assignments

· To keep current with work of committees under his/her jurisdiction

· To assist committee chairpersons and members to make plans and to supervise and coordinate committee work

· To help identify future leaders

· To train future leaders for chapter administration and committees

SECRETARY

Responsible for the proper and legal mailing of notices to members; recording the proceedings of the Board of Directors and Executive Committee meetings; maintaining permanent records of chapter minutes and documents and executing all orders, votes and resolutions.

Term:  Refer to chapter bylaws (probably one year)

Eligibility:  Refer to chapter bylaws and policies

Specific Responsibilities:

· To take minutes and maintain proper records

· To handle all official correspondence

· To maintain proper files

· To coordinate all announcements to members

· To remind officers of their legal obligations

· To maintain a current membership list

TREASURER

Responsible for chapter funds and maintaining financial records.  Collect all funds; establishes proper accounting procedures; keeps funds in appropriate institutions as approved by the Board of Directors and/or Executive Committee.  Reports financial condition of the chapter to Board of Directors.  Files chapter tax reports to NSA, the IRS and state agencies as required.

Term:  Refer to chapter bylaws (probably one year)

Eligibility:  Refer to chapter bylaws and policies

Specific Responsibilities:

· To maintain proper bookkeeping procedures

· To prepare a budget

· To supervise receipt and disbursement of chapter funds

· To comply with all governmental tax regulations

· To prepare periodic reports for the Board of Directors

CHAPTER DIRECTOR

Shall have supervision, control and direction of chapter affairs, committees and publications; shall determine its policies and/or changes thereto; shall actively pursue the chapter's objectives and supervise the disbursement of funds.

Term:  Refer to chapter bylaws (probably two years)

Eligibility:  Refer to chapter bylaws and policies

Specific Responsibilities:

· To review chapter bylaws, policy manual and other documents

· To become familiar with objectives of the chapter

· To acquaint oneself with past Board business and policies by reading all minutes

· To attend chapter board meetings fully informed about all issues to be discussed

· To accept all specific assignments that result from board actions

· To help formulate and establish policies in the best interest of the chapter members

· To make decisions affecting the chapter financial structure and resource allocations and approve the annual operating budget

· To approve, establish, prioritize and evaluate the programs and services of the chapter to be sure they serve the mission of the organization

· To know the extent and limits of one's liability as a director

SAMPLE COMMITTEE JOB DESCRIPTIONS

BYLAWS COMMITTEE

Purpose:
To document the philosophy and governing rules that protect the membership of the chapter.

Goal:
To develop bylaws (including those minimum bylaws required by NSA) and spell out the desired structure and governing rules for the chapter.

MEMBERSHIP COMMITTEE

Purpose:
To develop an ongoing program for identifying, recruiting and retaining members for NSA.

Goal:
To develop long range plans for membership recruitment and retention.  To develop an initial campaign to recruit chapter members.  To develop a tentative budget for membership activities.


Refer to your NSA bylaws and policies regarding membership requirements and dues.  Be sure to request membership applications and publications from NSA on a regular basis.  A monthly mailing schedule may also be obtained as to when NSA staff will be sending a bulk mailing of these items to the chapter.

BUDGET AND FINANCE COMMITTEE

Purpose:
To establish financial policies and controls and provide continued financial stability.

Goal:
To develop a preliminary budget for the year.  To develop the accounting system to be used by the chapter.  To develop financial policies and controls for the chapter.

EDUCATION COMMITTEE

Purpose:
To develop, maintain and evaluate the educational programs offered by the chapter.

Goal:
To conduct an educational needs assessment.  To determine the educational philosophy.  To establish a long range plan.  To prepare the annual education schedule.  To develop a marketing plan for the programs.  To develop a tentative budget.

REPONSIBILITIES AND LIABILITIES OF CHAPTER LEADERS

Chapter leaders serve in positions of trust and confidence with respect to the chapter they serve.  Because of this trust, it is important for each chapter to understand the responsibilities and liabilities of their positions.

RESPONSIBILITIES:

The law states, "association leaders are held to a standard of diligence, skill and care of an ordinary man in a like situation".

Directors and officers must act in good faith and in the best interest of the chapter and NSA.  As long as chapter leaders exercise reasonable diligence and care, they are generally free from personal liability when their poor judgement causes the chapter loss or injury.  Good faith is the principal test of the adequacy of a leaders care and diligence.

LIABILITIES:

Chapter leaders are liable for losses suffered by the chapter because of the failure of the leaders to follow the bylaws and policies established by NSA and the chapters.  A chapter leader is liable for losses resulting form their failure to use the care and skill of a person of ordinary prudence.

Incompetence of a chapter leader is in itself no cause for them to be held peroally liable for any losses caused by their inadequacy.  The same is true of simple negligence, if it is not gross.  The members have no one to blame but themselves if they elect incompetents.

HOW TO PROTECT YOURSELF AND YOUR CHAPTER

Chapter leaders should strive toward doing a conscientious job on behalf of the chapter and NSA.  Regardless of the possibility or probability of any misbehavior by fellow chapter leaders, you should give particular attention to your own obligations and duties that include:

1. Assuring that all technical requirements of law have been met.

2. Keeping informed of the general activities of the chapter and NSA.

3. Avoiding conflicts of interest in any matters related to your professional business.

4. Attending board meeting regularly.  If absent, be sure the records show valid reason for absence.

5. Registering dissent when in disagreement with board action and checking accuracy of minutes.

6. Have a competent knowledge of your duties.

7. Being knowledgeable of the articles of incorporation, bylaws and policies of our chapter and NSA.

8. Exercising the utmost good faith in all dealings with and for the chapter and being prepared to prove that you have done so.

9. Obeying all statutes, which prescribe specific duties to be performed by you.

Be sure you know that YOUR responsibilities are and act in good faith while fulfilling them.

CHAPTER OFFICER CRITERIA

The NSA Board of Directors has established the following criteria for the position of Chapter President and Chapter President-Elect.

CHAPTER PRESIDENT

1. The nominee must be a Professional Member of NSA.  (Twenty or more fee paid presentations in the 12-month period prior to NSA membership approval.)

2. The nominee must have attended the Chapter Leadership Program at a National Convention.

3. The nominee must have been a member and served on the Chapter Board of Directors for at least one year prior to his/her nomination.

CHAPTER PRESIDENT-ELECT

1. The nominee must be a Professional Member of NSA.  (Twenty or more fee paid presentations in the 12-month period prior to NSA membership approval.)

2. The nominee must have been a member of NSA for at least one year prior to nomination.

A GOOD LEADER IS………..

A leader is a person who wears a number of hats.  In many instances, you are boss because you plan, control, direct and decide.  You are the guide at other times because you plan and control as boss, but steer the chapter to accomplish its goals.  Under other circumstances, you are the stimulator because you educate, balance, share, control, and encourage the members to be goal oriented.

A leader must have self-discipline, and this trait should be as effortless as possible.  A person without self-discipline lacks one of the key ingredients to becoming an outstanding leader.

While there is no one kind of good leadership, there are certain things that a good leader does.  A good leader:

· Initiates action.  They start things going and point the direction, even if they leave the details to others.

· Give orders within the capabilities of the people who are to carry them out.

· Uses established channels and recognizes informal channels.

· Observes the rules.  Rules and customs shape the expectations of others.

· Helps other people whenever and however it is possible, to reach the other person's assignments or deadlines.

· Maintains discipline.  A good leader creates situations in which the chapter leaders take responsibility for their own assignments, and minimum follow-up is required.

· Listens.  Listening enables the leader to respond to the needs of others in the organization.

The successful leader is neither an exceptionally aggressive nor permissive one.  Rather, accurate assessments of the forces that influence a given situation and appropriate behavior are keys to success.  Insight and flexibility will add greatly to a feeling of accomplishment.

It is the job of the leader, as well as the members, to be sensitive to the needs and abilities of everyone in the group.

THE DECISION-MAKING PROCESS

An important resource that you can use to your advantage in your efforts to move the chapter forward comes from the close working relationships you build with your peers on the chapter leadership team.

Each leader brings a unique combination of experience, knowledge, contacts and commitment to the leadership role.  When people work in concert with each other, these individuals' offerings are multiplied and the group has clarity of thought, purpose and vision that no single person can achieve alone.  Because so much of the success of a chapter depends on group action at Board and committee meetings, you should strive to understand the principles of group decision-making and develop effective meeting skills.

Volumes have been written on these subjects and the wise volunteer leader will become acquainted, through reading and other methods, with current thinking about the group process.  However, there are a few simple rules to follow that will help you spend your meeting time productively.  To make the most of a meeting you:

· Must be sensitive to the feelings of others and able to diffuse tensions with skillful diversion

· Must encourage free-flowing discussions

· Must listen actively

· Must be tolerant of different viewpoints

· Must help other to express and expand upon their ideas

Parts of these skills are derived from personal empathy, but most come from learning and following meeting protocol.

ELEMENTS LEADING TO PRODUCTIVE GROUP DECISION-MAKING

1. Everyone must come to the meeting with assignments complete and homework done.

2. There must be an adherence to the agenda, which serves to structure the meeting and reduce digressions.

3. Everyone must have a chance to express their views.

4. Comments should be kept short and to the point.

5. Order must be maintained to avoid aimless conversations or disruptions.

6. Conflicts must be resolved so that the group can proceed in an atmosphere of goodwill.

7. Records must be kept and progress reports made.

8. Recognition must be given and the group must receive appropriate reinforcements.

With all these elements in place, group decision-making adds to your feelings of personal accomplishment.  Your respect and appreciation of your colleagues grows and you are able to creatively use the pool of knowledge you have among you to satisfy member expectations and advance the work of your chapter.

The Chapter Relations department at NSA is ready to help you solve any problem and provide ideas and networking with those who have found ways to successfully handle similar situations.  When in doubt, please call before action is taken - it is much easier to get the needed information before a problem grows or an action taken that must be remedied.  Many times we will know of someone we can refer you to, in addition to the chapter committee chairman and the regional advisors.

MOTIVATION AND THE LEADER

Motivation is a trait, which sets a leader apart from those who follow.  Although everyone has some distinctive contribution, it seems to take the extra encouragement of the leader to bring out each individual's unique talent.

To be successful, the leader must start with people as they are and not as you think they should be.  You must start with what they know and not with what you think they should know.

When a leader takes the pains to determine the individual goals of the entire membership, when you seek to determine how the organization's goals will further the personal goals of the members, then motivation has begun.  In fact, establishment of goals should have certain identifiable attributes:

1. Goals will be most attainable when they are cooperatively developed by the maximum number of people (see section VII-Long Range Planning).

2. Goals are more easily accepted and adopted when presented in ways that excite and enthuse.

3. Goals should be divided between short-term and long-term.

4. The probability of self-pride for those who contribute toward the accomplishment of the goals must be built into the process.

Even after all this, some members may decide that a particular goal does not fall in line with their own interest or taste.

THE ROLE OF THE BOARD OF DIRECTORS

Members of this group are chosen because the members respect the good judgment and understanding of the profession.  Since the board is the main decision making body of the chapter, the members expect a board member to be not only responsive to their needs, but also to be well-informed and very prudent in the condition of chapter business.

THE ROLE OF THE BOARD

Administrative details do fall to the board, as do the day-to-day operations of the chapter.  The role of the board is to ensure continuity of the chapter by:

· Planning for the future

· Establishing and reviewing major policies and programs that support its mission

· Making sure the chapter is fiscally sound

WHO AND HOW MANY?

NSA requires that all officers and members of the chapter, be members of the national organization.  Your bylaws spell out how many board members each chapter has to decide upon, as well as terms of office, election and nomination procedures, and any other specific assignments to particular board members.  In smaller chapter, committee chair assignments often fall to board members, while larger ones often assign a board member to act as liaison to a particular committee.

It is important that the board members have thorough training in their responsibilities so that they make a significant contribution to the overall accomplishment of the chapter, and do not become just a "rubber" stamp group to pass automatically upon business that comes before them.  Your bylaws will also spell out how many board members must be present in order for a quorum to be present and for the business that comes up in the meeting to receive official ratification.

GOOD BOARD MEMBERS ARE TRAINED, NOT BORN

An orientation or retreat just for the purpose of reviewing materials that has been passed on from the previous administration, any details of unfinished projects or business and the overall responsibilities of each board member will pay dividends.  A special time set aside for board meeting allows each board member to feel a responsibility to come prepared to report and participate.  If assigned as a liaison to a committee or project, board members should come prepared to file a written report, present it verbally, and bring along the committee chairman if it is appropriate.

MINUTES

All sections of the board should be recorded in the minutes, with minutes prepared and distributed as soon as possible following the board meeting.  If particular assignments need follow-up, an ACTION SHEET showing the item, the particular individual's name and wen the expected follow-up is needed will go along way in reminding the member of his/her commitment.  This king of follow-up takes time but is one of the most crucial steps to successful chapter operation.

CAUTION:  DO NOT USE TAPE RECORDERS TO RECORD MINUTES.  There are important antitrust implications in doing so.

POLICIES AND PROCEDURES

During the retreat or board orientations, be sure to discuss the NSA/chapter antitrust policy so that each member understands the implications of their actions.  These implications are not generally well known or understood among the average chapter member.  It is the chapter as well as the national organization's responsibility to educate the members.

The development of a policy and procedure manual in which official policy id recorded from minutes of the Executive Committee and/or Board of Directors meetings will prove of great value to the chapter.  It gives background on what has been voted on and provides a continuous record, which can be compiled in a permanent volume for use each year.  The date when the policy was adopted and a reference to the board of director's minutes will be sufficient.

Further policy development that describes what is expected from directors in the way of attendance and the prescribed remedy should the director choose to ignore the policy, will be valuable should the occasion arise.  It is not fair to the chapter or the rest of the board if someone accepts a position, and then fails to function, or to notify those who are responsible that they are unable to do so.  Without such a policy, the hands of those who are trying to keep the activities of the chapter moving are tied.

ATTRACTING BOARD MEMBERS

The fate of the chapter is dependent upon the education and training of the board members as to their roles and responsibilities.  Board members must not only understand the structure of the chapter and it’s operation, but must develop a sensitive understanding of human response.  They will be required to reach out into the minds and emotions of others, which is the essence of leadership.  Training and education assure the board member' success in making a contribution of which they can be proud.

SPECIFIC RESPONSIBILITIES OF A BOARD MEMBER

· Periodic review of the chapter's bylaws, policy manual, and other documents in order to understand the objectives of the chapter and the responsibilities of directors.

· Acquaintance with past board business and policies from reading the minutes of previous board meetings.  This teaches not only what has been accomplished, but why.

· Attendance of board meetings fully informed about the issues on the agenda.  Questions about an item should be discussed with the president or a staff person prior to the meeting.

· Formulation of policies in the best interest of the chapter members, based on thorough and current knowledge of their needs.

· Acceptance of all specific assignments that result from action taken at board meeting, as well as support of policies and programs adopted by the board.

· Decision-making affecting the chapter's financial structure and resource allocations, as well as approval of the annual operating budget.

· Approval, establishment, ranking and evaluation of the programs and services provided by the chapter in order to ensure the promotion of the mission of the organization.

· Familiarity with the basics of association law as it applies to board duties.  Knowledge of IRS regulations and antitrust laws as they apply to chapter activities.  Knowledge of the extent as well as limits of a director's liabilities.

· Examination of the chapter bylaws and Code of Ethics to be certain they are in keeping with changing conditions.

· Consideration of whom will speak for the chapter so that statements are not taken as official policy for the chapter when it is appropriate for the president to be the spokesperson.

· Review of the policy and procedure manual so that limits of authority and individual power to bind the chapter in contractual matters agreed upon by the board.

· Making use of "Straight Talk", the chapter newsletter published monthly by NSA, to stay informed on management issues.  Distribution of it to specific committees to whom the material applies.

· Making plans to attend the Chapter Officers Leadership sessions at workshops and the convention.

WORKING EFFECTIVELY WITH CHAPTER MEMBERS

Although you may be assigned specific duties in your particular chapter leadership role, you do not face these responsibilities entirely alone.  It is truly a team effort; cooperation is the key to success.  During your term of office, there are many opportunities for you to work closely with your chapter member, leaders, and staff (if you have hired someone).  The relationships that you develop involve

· Keeping them well-informed

· Showing them results

The member, in turn, provides you with much-needed input to help you chart your chapter's objectives and goals.  In effect, they serve as a weathervane pointing you to the key issues facing your chapter.

To use the resource of members to the fullest, you must create a climate that will inspire their interest, enthusiasm, and participation.  They must be convinced that their problems are understood and that the chapter can offer solutions.

A good two-way communication system will keep the chapter on target.  By seeking member input and feedback and keeping them informed, corrections can be made early with relative ease.

REACH OUT TO THE MEBMERS

There are a number of ways to reach out to members that will make them feel they are in some way influencing the chapter's goals.  They include:

· Regular surveys to determine attitudes toward the chapter and its programs.

· Systematic scanning of all incoming member correspondence for views on issues and chapter activities in general.

· Member exchanges and debates that will tell you who feels strongly about what

· Conversations held during meetings

· Discussions at social gatherings
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