
Fargo Moorhead Chapter

American Society for Training & Development

Position Descriptiontc "Position Description"
President 
Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

As the Chief Executive Officer of the chapter, the President is responsible for managing the chapter in accordance with the bylaws and the laws of the State of North Dakota.  The president presides at and sets the agenda for meetings of the Board of Directors.

Essential Functions
1. Manage the chapter in accordance with bylaws.

2. Preside over all Board and Chapter meetings.

3. Set agenda for Board meetings.

4. Maintain goals for the Chapter and provide periodic updates.  

5. Provide regular information on National ASTD.

6. In collaboration with the President Elect, co-facilitate the annual planning meeting.

7. Act as liaison to National ASTD.

8. Attend International National ASTD Conference and Expo as FM ASTD representative.
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Position Descriptiontc "Position Description"
President Elect
Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The President Elect shadows the President throughout the year.  The primary responsibility of the President Elect is to understand, monitor the Chapter’s adherence to C.O.R.E., and complete the C.O.R.E. report. Other tasks may be assigned to the President Elect by the President.  The President Elect shall preside as President in the President’s absence.   tc "The President Elect shadows the President throughout the year.  The primary responsibility of the President Elect is to understand, monitor the Chapter’s adherence to C.O.R.E., and complete the C.O.R.E. report. Other tasks may be assigned to the President Elect by the President.  The President Elect shall preside as President in the President’s absence.   " \l 2
Essential Functions
1. Preside as President in President’s absence.  

2. Understand, monitor the Chapter’s adherence to C.O.R.E., and complete the C.O.R.E. report.


3. In collaboration with the President, co-facilitate the annual planning meeting.

4. Assist in others duties as requested by the President.

5. Attend the Annual Leaders Conference. 

Fargo Moorhead Chapter 

American Society for Training & Development

Position Descriptiontc "Position Description"
Vice President of Programs 

Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The VP of Programs arranges monthly programs and speakers.  

Essential Functions
1.
Arrange accommodations for monthly meeting. This includes meeting room, food, special requests, setup and written thank you.

2.
Provide VP of Communications, VP of Membership & Marketing and Webmaster with information about monthly programs.

3.
Chair a programs committee.

4.
Evaluate membership satisfaction and program survey with VP of Membership & Marketing. Analyze data and use information for planning. Present data to board on a monthly basis.

5.
Prepare meeting room for each monthly meeting.

6.
Provide the Board and the membership with monthly meeting summaries.
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Position Descriptiontc "Position Description"
Vice President of Membership and Marketing
Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The Vice President (VP) of Membership and Marketing keeps the membership database up to date and inform members and potential members of upcoming events and business issues within the chapter. The VP of Membership and Marketing actively promotes membership in ASTD and facilitates chapter growth initiatives.

Essential Functions
1.
Maintain the Chapter membership database.

2.
Serve as a liaison to national ASTD regarding membership and marketing issues.

3.
Actively promote and provide membership and marketing information about the local and national ASTD chapters.

4.
Assist with facility setup for each monthly meeting.

5.
Greet members, guests, and prospective members at monthly meetings.

6.
Chair Membership committee.
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Position Descriptiontc "Position Description"
Vice President of Communications
Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The Vice President (VP) of Communications ensures consistent communication of Chapter activities to the FM ASTD membership.

Essential Functions

1.
Send monthly membership meeting announcement/invitation and reminder to the membership and Board.

2.
Send monthly Board meeting announcement/invitation and reminder to the Board.

3.
Send press releases promoting monthly membership meetings and programs to the Fargo Forum.

4.
Record Board meeting minutes and distribute to the Board and membership.

5.
Record membership meeting minutes and distribute to the Board and membership.

6.
Send monthly meeting/program notices to membership.

7.
Coordinate with VP of Special Programs and VP of Membership and Marketing to promote special events.

8.
Facilitate communication between membership and Board members.
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Position Descriptiontc "Position Description"
Vice President of Finance

Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The Vice President (VP) of Finance keeps all records deemed necessary in relation to the financial status of FM ASTD and performs accounting duties for the organization.

Essential Functions

1.
Assist President with preparation and management of the annual budget.

2.
Collect the mail from the PO Box.

3.
Receive all dues, make deposits, manage disbursements and balance checking account.

4.
Provide monthly financial update to the Board.

5.
Collect money and issue receipts at monthly meetings and any special programs.

6.
Promote and manage the Chapter Incentive Program (CHIP).

7.
Serve as the primary contact person for the Chapter Billing Service (CBS).
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Position Descriptiontc "Position Description"
Vice President of Special Programs 
Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The Vice President (VP) of Special Programs arranges two special programs per year.  These programs will be typically day-long, seminar type educational events.  One program should be designed as a fund-raiser for the Chapter.  The other program may be for membership only. 

Essential Functions
1.
Arrangements of two special programs.

2.
Communicate to members on special programs.

3.
Collaborate with VP of Programs regarding special program topics.

4.
Chair a special programs committee as needed.
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Position Descriptiontc "Position Description"
Board Member-at-Large

Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.

Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

The Board Member-at-Large represents the interests of the general Chapter membership to the Board.  By taking an active role in the organization and by leading projects as assigned by the president, the Board Member- at-Large has many opportunities to learn of the membership's interests and concerns.  In this capacity, the Board Member-at-Large plays a key role in gathering information useful to the Board in evaluating its member services.  In addition, the Board Member-at-Large provides members with information/referrals regarding Chapter operations.  

The Board Member-at-Large serves as a voting member of the Board and assists the Board in communications with the Chapter. The Board Member-at-Large is responsible for special projects/assignments and other duties requested by the President.

Essential Functions
1.
Serve as a voting member of the Board.

2.
Assist the Board in communication with the Chapter.

3.
Take an active role on one of the two permanent Board committees.

4.
Perform other duties as requested by the President.
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Position Descriptiontc "Position Description"
Vice President of Technology

Chapter Purpose

To promote investigation, research and interchange of ideas among members relating to every phase of training and organizational development. It shall be the intent that this purpose covers the broad overall functioning of training and organizational development within organizations.

Chapter Mission
To provide quality programs, networking opportunities and professional development opportunities to our members.
Duties and Responsibilities of Board Members

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership, authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.

Job Summary/Purpose

To identify, implement and maintain website content and features and other technologies that will support board goals and improve member services.

RESPONSIBILITIES:

· Attend and participate in all monthly Board meetings and chapter programs. Participate in other chapter events, committee meetings and conferences as available. 

· Recruit and train volunteers to support Technology functions. 

· Represent chapter professionally and ethically in all business functions/organizational activities 

· Provide maintenance and development support services for chapter website and manage vendors and volunteers to ensure quality and reliability. 

· Support board and chapter functions by providing web pages, publishing interface, surveys, discussions, Webinars, online-forms, e-commerce and other features as appropriate. 

· Design annual budget for Technology function; audit income/expenses monthly to ensure chapter's sound financial status. 

· Research, develop and facilitate the sourcing of new ideas and concepts for using technological innovation to deliver enhanced services to members. 

· Recruit and train incoming V.P.-Technology.





