Assistance League® of the Triangle Area




          POSITION DESCRIPTION

Title of Position:       Operation School Bell® Chair
Brief Statement of Chief Objective(s) of Position:

This committee shall be responsible for implementing the program 

Identify Specific Tasks of this Position:

Identify elementary schools in need of Operation School Bell

Obtain a contact person for each elementary school
Plan, organize and establish annual timeline for the program

Establish a committee to fulfill tasks of the program

Appoint a vice chair and secretary
Determine items to be distributed to each child at the beginning of each year
Serve on V. P. Philanthropic Programs Committee

V. P. Philanthropic Programs serves on this committee

Evaluate program annually to determine if program is meeting the needs of the community, schools, membership, and budget and make necessary adjustments

Update and revise written agreements for Operation School Bell as needed with assistance of V. P. Philanthropic Programs and ensure compliance with NAL by having District Reviewer review changes

Submit annual budget projections to the V.P. Philanthropic Programs to give to the Finance Committee

Approve all expenditures for the Committee, staying within budget

Obtain signed Photo Release Forms when taking pictures of children and submit to Public Relations Chair

Provide program accomplishments at the end of each fiscal year for Web Site Administrator, Public Relations Chair, Strategic Planning, fact sheets and others requesting such information
Establish and maintain a procedure book for Operation School Bell

Complete inventory at the end of program cycle with assistance from the Inventory Chair and share a copy with Inventory Chair
Submit articles to Monday Updates, the chapter newsletter and Community Link, as needed

The membership shall evaluate the program at a minimum of every two (2) years. The Strategic Planning Committee, in conjunction with the Philanthropic Program Committee, shall present the evaluation to the Board and membership

Shall determine need, orient, and supervise non-member volunteers assisting with program

Submit non-member volunteer hours to Placement Chair at the end of each month

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











(over)
Attend Board Meetings




No

Present Monthly Reports at Board Meetings

No-submit report for 

                               V.P. Philanthropic Programs Chairman to submit to Board

Present Monthly Reports at Regular Meetings  
Yes

 
 

Completion of Annual Report



Yes



Submit to: V. P. Philanthropic Programs and place one copy in Operation          
School Bell procedure book 

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

 V. P. Philanthropic Programs

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Basic computer skills                   
Budgeting skills

Good organization skills
            High energy and flexibility


Ability to collaborate with School Administrators, Guidance Counselors
Date of Completion 
       1/12

Date of Revision     
Signature of President__________________________________________________
Signature of Person Holding this Position__________________________________

