                                     Assistance League® of the Triangle Area

          POSITION DESCRIPTION

Title of Position:        Awards Chairman
Brief Statement of Chief Objective(s) of Position:

This Committee shall be responsible for the selection and presentation of awards presented by the chapter.
Identify Specific Tasks of this Position:
Organize and develop annual activities with a timeline for the committee

Identify awards; establish guidelines and selection process for presenting awards 

Administer the voting process for the recipients of the awards

Have awards inscribed, add the name of the recipient and year it is presented and present awards at the Annual Luncheon in May

Serve as a member of the Public Relations Committee

Explore possible awards given by organizations, corporations, agencies and individuals that our organization might qualify 
Complete the chapter application for possible awards presented by the community
Submit budget projections to the Finance Committee
Write newsletter articles as needed
Attend Board Meetings




No


Present Monthly Reports at Board Meetings
Yes- Submit to Public Relations Chairman to submit to Board 

Present Monthly Reports at Regular Meetings  
Yes as needed
 

Completion of Annual Report



Yes







Submit to: Public Relations Chairman
 

Identify Position that Supervises/Directs this Position’s Activities:

 Public Relations Chairman

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

 Organizational skill



Some computer skills
 Good communications and people skills

 Knowledge of membership and their involvement

Date of Completion 

3/07


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

3-07

