Assistance League® of the Triangle Area

POSITION DESCRIPTION

Title of Position:        Education Chair
Brief Statement of Chief Objective(s) of Position:

This committee shall plan and supervise the training and orientation of new members and ongoing education of all members. 

Identify Specific Tasks of this Position:
Plan, organize and establish an annual timeline for this committee

Establish a committee to fulfill the education tasks of the program, including the Vice President of Membership and Mentoring Chair

Appoint a vice chair and secretary for this committee

Serve on the Mentoring Committee

Assist Mentoring Chair as they


•plan, organize and establish an annual timeframe


•establish a committee to fulfill tasks of Mentoring


•determine budget projections to Finance Committee


•evaluate Mentoring each year to make necessary changes

Submit budget projections for Education and Mentoring to the Finance Committee

Organize and facilitate orientation for new members as soon as possible upon   joining
Organize and facilitate with Mentoring and V. P. Membership a coffee for new members joining in the past year to answer questions and obtain their input regarding their experience in the chapter

Maintain resource information and materials for new member orientation

Establish and maintain a procedure book for Education

Prepare orientation procedure books for each new member

Organize and facilitate ongoing education of all members

Coordinate efforts with Placement Chairman to encourage members to become involved

Serve as member for the Membership Committee

Assist President with Board and Appointive Standing Committees training 

Submit articles to Monday Updates, chapter newsletter and Community Link, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee Chairs training

Attend Board Meetings




Yes

 


Present Monthly Reports at Board Meetings

Yes



Present Mentoring Chair report as needed

  

Present Monthly Reports at Regular Meetings  
Yes
                                    Present Mentoring Chair report as needed

 
 

Completion of Annual Report



Yes





Submit Education and Mentoring Chair to President and place 


one copy in the Education procedure book











(Over)
Identify Position that Supervises/Directs this Position’s Activities:

 President

List Qualifications that Complement Fulfilling the Responsibilities of this Position:
Excellent presentation skills              Well informed on chapter information
Good computer skills

Date of Completion 

1/12


Date of Revision

Signature of President_________________________________________________

Signature of Person Holding this Position__________________________________

