FPRA Space Coast Chapter

Job Description

President

Rationale:  To establish Association goals for the coming year and guide the leadership of the Chapter in accomplishing it’s assigned tasks.

Procedure:  The office of chapter president is filled annually, along with other chapter officer and director positions through a nomination and election process, as set forth in the chapter by-laws.

In order to serve as chapter President, it is customary that the person serves as “President-Elect” of the chapter for the preceding year.  It is also customary, but not required, that the president have served in another capacity on the board. The president must be a member in good standing with the organization and should have been a member for more than three years. 

Duties 

· Preside over chapter membership and board meetings.  This includes stimulating discussion, balancing discussion, keeping the discussion on track, moderating disagreements, and keeping the meeting lively and summarizing results.  

· Propose chapter goals, to be adopted by the board of directors, and oversee activities and committees for the implementation of the chapter goals including managing budgets.

· Work with board of director members to mentor them and create a stream of leadership for future boards. 

· Review board minutes in advance of the board meeting.

· Represent the chapter on the association board of directors and attending association board meetings.

· Assign and manage committee chairs and other responsibilities among the chapter board of directors.

· Appoint new directors, as necessary, to fill vacancies on the board.

· Enforce chapter and Association bylaws and policies and procedures. 

· Preside over chapter functions and representing the organization in the community.

· Lead and motivate the board of directors and membership as a whole.

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

President-Elect

Rationale: To insure that the person assuming the President’s role in the future has exposure to the responsibilities and duties of the president. This person has the opportunity to assist the president in meeting goals and building the membership of the chapter.

Procedure: The office of chapter President-Elect is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws.

In order to serve as chapter President-Elect, it is customary that the person serve in another capacity on the board prior to being President-Elect. The President-Elect must be a member in good standing with the organization and should have been a member for more than three years. 

Duties:

· Work side by side with chapter president to prepare to become president the following year.

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Fulfill duties assigned by the president, including planning and organization of chapter programs:

· The program chair should identify program topics that suit its chapter’s membership. 

· The position includes researching speakers/topics, handling other issues such as speaker fees, travel arrangements (examples: mileage reimbursement and securing accommodations), audio/visual equipment needs, and other related topics.  

· Coordinate with the Executive Vice President to handle RSVPs for the event and making arrangements for program venues and securing speaker gifts. 

· Programs should be planned at least 3 months in advance (a calendar of three months of activities) so they can be promoted, and the president-elect should notify those that handle communications. 

· Other items of responsibility include follow up thank you correspondence with speakers.

· Program surveys about programs can be managed by the president-elect or performed by the secretary.

· Support committee chairs working on larger chapter events and functions and participate as needed.

· Attend Association board meetings, along with the president, as a delegate of the chapter.

· Preside over the chapter’s affairs in the president’s absence.

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

Executive Vice President

Rationale: To assist the president-elect and president with management of the chapter, including oversight of all matters concerning new membership development and current membership maintenance.

Procedure: The office of Executive Vice President is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws. It is customary that the person serves in another capacity on the board prior to becoming executive vice president. The Executive Vice President must be a member in good standing with the organization and should have been a member for more than three years. 

Duties: Include but are not limited to:

· Participate on any committee for chapter events and activities that demand support from the board. 

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Work closely with the President-Elect and President in order to learn more about the roles in which you will eventually hold. 

· Perform the duties of the president-elect should they be unable to fulfill their role or be absent. 

· Support the President-Elect in the coordination of program arrangements including being the contact for program RSVP’s, finding program venues, making catering/refreshment arrangements and securing speaker gifts. 

· Provide the treasurer with a list of all attendees for programs for the check-in table. 

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

Treasurer

Rationale: The treasurer is responsible for the financial health of the chapter, managing the funds and providing oversight on committee chair budgets, and preparing needed financial reports. 

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws.

In order to serve as chapter Treasurer, it is customary that the person be familiar with managing a checkbook, have good organizational skills, and ability to compile needed financial information for reports and accounting professionals, if applicable. The treasurer should have served as a member at large on the board or worked on a committee, or held a committee chair position. The treasurer must be a member in good standing with the organization and should have been a member for more than three years. 

Duties:

· Use sound financial management tools and work in conjunction with the board.

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· After receiving each board member’s income and expenses for the year, the treasurer works with the President to compile the chapter budget, ensuring that the annual expenses do not exceed the annual income.  The budget is produced in the chapter’s accounting program.

· Prepare profitability reports as each income-generating project is concluded to evaluate the financial outcome and to make recommendations to the board for budget adjustments if necessary. 

· Manage all chapter payables and receivables in the chapter accounting program.  

· Payables should be reviewed for accuracy and made in a timely manner.  

· Receivables should be deposited regularly.  

· Receipts for out of pocket expenses are given to the treasurer for reimbursement using the Expense Reimbursement form.  

· All transactions are documented, assign to the respective budget, and filed. 

· Maintain sound financial records and control operating expenses, prepare monthly accounting for the board’s review, that is presented at the monthly board meeting. The report should include receipts, disbursements and current account balances.

· Balance the checking and savings accounts to the bank statements monthly.  

· Coordinate an annual financial audit with an independent person with accounting experience, preferably an accountant. The Treasurer should maintain the review document with the chapter treasury files.

· Attend chapter programs and functions to assist in registration, recording payments and issuing receipts.

· Participate and represent FPRA in the community at events and functions that are applicable

FPRA Space Coast Chapter

Job Description

Secretary

Rationale: The primary purpose of the Secretary is to ensure that board meetings and other chapter activities are recorded accurately. 

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws. In order to serve as chapter Secretary, it is customary that the person serves in another capacity on the board the preceding year, or have served on a committee or performed as a committee chair. The secretary must be a member in good standing with the organization and should have been a member for more than three years. 

Duties:

· Submit minutes to all board members 10 days prior to the next board meeting so that any edits and changes can be made. The minutes should be re-sent after changes to the board at least 3 days before the board meeting.

· Attend monthly board meetings.
· Review board minutes in advance of the board meeting.
· Keep and maintain chapter minutes as detailed above.

· Keep attendance records for members of the board as part of the monthly minutes. 

· Manage the annual slate of officers by the nominating committee to the general membership, along with the meeting reminder.

· The secretary will note that additional nominations may be made by written petition and signed by at least 15 percent of qualified chapter members. 

· Petitions need to be filed at least 10 days prior to the annual election meeting.

· Perform such other duties, as the office shall require and fill in and assist other board members and committees with projects as needed. 

· Submit the chapter contact list to the board and keep it updated. 

· Review content on the website for any needed changes.

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

Immediate Past President

Rationale: The immediate past President’s role is to serve as an advisor to the current chapter president and the chapter board of directors. This includes serving as a member of the board of directors for the year and assisting with chapter activities and projects.
Duties:

· Advise on any issues related to bylaws and policies and procedures. 

· Attend monthly board meetings.
· Review board minutes in advance of the board meeting.
· Manage the selection process for the chapter membership awards given out at the Annual Roast & Toast in coordination with the Roast & Toast committee which includes: 

· Member of the Year

· Doris Fleischman Award

· Rising Star

· Excellence in Chapter Service

· Coordinate with President on the selection for the President’s award.

· Provide counsel to the board members and act as the “senior” member of the board who can advise and counsel on chapter issues. 

· Assist with program ideas and in motivating members to attend functions

· Assist with telephone calls or other member contact. 

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

Vice President - Communications

Rationale: Chapter Communications is an important link between the Chapter and its members. The role of Vice President of Communications is to disperse information about FPRA meetings and events (at the local as well as the state level); notify members about continuing education opportunities, such as APR, CPRC; direct members to other FPRA sources, such as our Web site; and in some cases, provide members with information relevant to the Public Relations industry as necessary.

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws.

In order to serve as Vice President Communications, it is customary that the member has experience in producing written and visual communications. The Vice President of Communication must be a member in good standing with the organization and should have been a member for more than three years. 

Duties:

· Write and submit news releases on chapter events to the media, and follow up for placement and story potential (when applicable). 

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.
· Work with fellow board members to promote member stories, accreditation news, and other news as warranted. 

· Provide news and information to the webmaster for posting on the chapter’s web site.  

· Work with other chapter leaders to produce and distribute the chapter newsletter every other month. The content should be timed to be presented at the board meeting on the “off” month and ready for release in the following weeks. The President, and President-Elect will provide final approval. 

· Prepare flyers for each program meeting that announce in advance the coming programs for the next three months. This should be done using the approved meeting announcement format. 

· Consider and implement methods for getting higher level visibility for the chapter, its leaders and FPRA in general via media, networking organizations and partners. 

· Create and maintain the Space Coast Chapter Media List that can be available for our members and for sale to other chapters. 

· Represent FPRA as spokesperson and manage media relations for the chapter. 

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

Vice President - Accreditation

Rationale: By designating those professionals who subscribe to a common code of ethics and a common professional accreditation process, common ground is established for more effective and cooperative promotion of the accredited credential and marketing of its professional significance.  To that end, the accreditation chairperson shall organize, plan, promote and expedite the accreditation process for the Southwest Chapter.

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws. In order to serve as Vice President of Accreditation, the member must be accredited either as an APR or CPRC. The member must be a member in good standing with the organization. 

Duties:

· Establish a team of five APRs to oversee the process, including three serving as oral examiners.

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Promote the accreditation process at chapter business meetings, in communication materials and on the website. 

· Personally contact those who qualify to arrange an orientation session.

· Hold orientations with other accredited committee members to review testing process, suggest study outline, distribute materials and provide names and phone numbers of advisors.

· Hold 8-10 regular study sessions with a guided training manual as well as proctor the written exam.

· Determine exam dates and locations.

· Conduct exams on two separate dates, one in the spring, one in the summer; arrange for oral examiners.

· Make arrangements for press releases to go out notifying the public of those members who passed exams and achieved status of APR.

· Plan out acknowledgement presentation at a monthly meeting to acknowledge the new APRs with a pin.

· Report to FPRA board on a regular basis.

FPRA Space Coast Chapter

Job Description

Historian

Rationale: The Historian’s role is to serve as the keeper of the chapter’s history and to record and archive information, photos and other chapter materials. This includes serving as a member of the board of directors for the year and assisting with chapter activities and projects.
Duties:

· Attend member meetings, events and activities and take photos/videos and provide as needed to other board members for chapter needs such as communications, chapter management reports, sponsor reports, etc. 

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Participate with other board members to collect and archive appropriate materials and prepare materials to the right format for the chapter’s archival system such as event summaries from event Chairs

· Support chapter President with any information, photos, etc., that might be needed for the annual chapter management report

· Create and update historical fact sheets on the main events that can be used to sell sponsorships or use as resource material with the media. (i.e. Roast & Toast, Spelling Bee). 

· Manage the historical list of chapter awards, PR professionals and Roast selections 

· Participate and represent FPRA in the community at events and functions that are applicable.

FPRA Space Coast Chapter

Job Description

Vice President Resource Development

Rationale: To oversee the Space Coast Chapter events and special activities for both fiscal management and event coordination. 

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws. In order to serve as Vice President Resource Development, it is helpful if the member has experience in organizing and handling events. The Chair must be a member in good standing with the organization.

Duties:

· Work with chapter leadership to identify an annual calendar of events and top level timeframes for each.

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Identify Chairs for each event and meet with them to establish goals, organize timelines, and plan events. 

· Establish budgets for all events and a top-level view of the goals for Resource Development identifying charitable giving, chapter growth plans, and ways to continue to expand and evolve chapter fundraising and the scope of the events.  

· Oversee all events and be responsible for the final outcome of the financial and attendance aspects of the events.

· Work with board members and committee chairs to identify new opportunities.

· Oversee promotion for all events and ensure events are planned and promoted well in advance for maximum success.

· Secure assistance from other members or outside services as needed to assist in the success of the event. 

· Coordinate with historian to “cover” event. 

· Coordinate sponsorship package and campaign at beginning of year for all events to maximize corporate sponsorship opportunities for the year. 

· Participate and represent FPRA in the community at events and functions that are applicable.

· Tracking: Provide board a post-event report, final budget recap, sponsor thank you’s/recap report, and recommendation to board for the next year of lessons learned.
FPRA Space Coast Chapter

Job Description

Member At Large

Rationale: To participate on the board of directors to learn more about the organization, offer ideas and support other board members and chapter members for activities and events. This position is a good entry-level position to gaining more leadership experience in the chapter. 

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws.

The Chair must be a member in good standing with the organization.

Duties:

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Offer ideas and recommendations based on your specific experience to the board members on the different activities and functions of the chapter. 

· Fill in for fellow board members when needed at functions or events that might demand board attendance. 

· Participate on committees and/or help board members secure other members to support chapter programs and events. 

FPRA Space Coast Chapter

Job Description

Roast & Toast Chair

Rationale: To carry out the chapter’s annual fundraising event. 

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws.

In order to serve as Roast & Toast Chair, it is helpful if the member experience in organizing and handling events. The Chair must be a member in good standing with the organization.

Duties:

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Six months before the Roast & Toast event, identify three to five members willing to serve on the committee to coordinate the event.

· Choose a theme for the event, event logistics and details - four months prior to event. 

· Coordinate with VP Resource Development to establish budget and event goals.

· Select dates for:

· Applications for PR Professional of the Year and Roast Candidates

· Save the Date Card Mailing

· Selecting Headliners

· Emcee 

· Roast Panel participants

· Invitation design; mailings

· Advertising

· Communications: releases, calendar listings, community news, networking

· Awards content, ordering

· Scripts for event

· Reservations

· Promotion

· Secure donated promotional advertising from media 

· Send out news releases and PSAs

· Design and mail a promotional event piece to members, prospects, area leaders, media, chambers, other associations using FPRA brand standards

· Post information on web, area calendar listings and others as applicable 

· Engage student chapter as applicable

· Coordinate details regarding sponsorships

· Create printed tools to promote the event using in-kind services from agency.

· Call for Entries, Invitation to ceremony, Program for ceremony

· Coordinate voting for awards

· Coordinate ceremony:

· Select location, menu, costs, ticket prices, presenters, emcee

· Plan program that will interest all members, not just Roastee and Toastee

· Tracking

· Provide board a post-event report, final budget recap, sponsor thank you’s, and recommendation to board for the next year of lessons learned.
FPRA Space Coast Chapter

Job Description

Image Awards Chair

Rationale: To carry out a local Image Competition. To promote the Golden Image competition.

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws.

In order to serve as Image Awards Chair, it is helpful if the member has experience with the Image Award entry process, and has experience in organizing and handling events. The Chair must be a member in good standing with the organization.

Duties:

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Six months before the Image Awards event, identify three to five members willing to serve on the committee to coordinate the event.

· Choose a theme for the competition, event logistics and details - four months prior to event. 

· Select dates for:

· Entries deadline 

· Judging – (work with nearby chapter to exchange judging) 

· Awards ceremony -- Early enough to allow winners to edit their entries and be able to enter the statewide Golden Image competition (usually in May). 

· Promotion

· Call for Entries

· Invitation 

· Program 

· Conduct workshop, promote at monthly meetings, or ask a past winner to speak 

· Encourage and promote the competition in all chapter communication tools

· Plan a fun event to get members to complete entries

· News releases: winners, participation in Golden Image, conference

· Coordinate judging:

· Arrange for qualified judges 

· Send judges a copy of each summary in their division, with judges' form attached, in advance of judging date.

· Conduct judging; determine winners, order awards

· Coordinate ceremony:

· Select location, menu, costs, ticket prices, presenter(s), emcee(s)

· Plan program that will interest all members, not just winners

· Coordinate details related to sponsorships

· Tracking

· Provide board a post-event report, final budget recap, sponsor thank you’s/recap report, and recommendation to board of lessons learned.

FPRA Space Coast Chapter

Job Description

VP Community Relations

Rationale: To carry out the annual community relations project to benefit Rolling Readers - Space Coast Chapter Spelling Bee Fundraiser. 

Procedure: The position is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws. In order to serve as Spelling Bee Chair, it is helpful if the member has experience in organizing and handling events. The Chair must be a member in good standing with the organization.

Duties:

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Six months before the Spelling Bee event, identify three to five members willing to serve on the committee to coordinate the event.

· Coordinate with VP Resource Development to establish budget and goals for event. 

· Coordinate with VP Communications for needed marketing and PR materials. 

· Manage Logistics & Event Format (4 months prior to event)

· Select location, menu, costs, ticket prices

· Select presenter/announcer(s), emcee’s, etc.

· Plan program that will interest all members and the community at large

· Consider media teams, celebrity teams, etc. 

· Have reps from Rolling Readers at event and participating in some way 

· Promotion

· Secure donated promotional advertising from media 

· Send out news releases and PSAs

· Manage pre and post publicity 

· Design and mail a promotional event piece to companies, media, area leaders using established event brand assets

· Make follow up phone calls to all companies on the list 

· Post information on web, area calendar listings and other partner organizations that can promote event (Library, community newsletters, BCC, Chambers, etc.) 

· Promote among membership 

· Engage student chapter as applicable

· Coordinate details related to sponsorships

· Tracking

· Provide board a post-event report, final budget recap, sponsor thank you’s/recap report, and recommendation to board for the next year of lessons learned.
FPRA Space Coast Chapter

Job Description

Vice President Membership

Rationale: To assist the president-elect and president with management of the chapter specifically the oversight of all matters concerning new membership development and current membership maintenance.

Procedure: The office of Vice President of Membership is filled annually, along with other chapter officer and director positions, through a nomination and election process, as set forth in the chapter bylaws. The Vice President Membership must be a member in good standing with the organization and should have been a member for more than three years. 

Duties: Include but are not limited to:

· Participate on any committee for chapter events and activities that demand support from the board. 

· Attend monthly board meetings.

· Review board minutes in advance of the board meeting.

· Submit membership reports to the board prior to the monthly board meeting.

· Obtain board approval and required signatures on each application.

· Send membership information to prospective members and have membership packets available at monthly meetings.

· Order appropriate supplies for membership packets from the Association office Membership packet should contain, but is not limited to: Code of Ethics, membership list, membership and accreditation brochures, welcome letter, history of the organization, and membership application.

· Actively solicit new members with the cooperation of Chapter members including answering questions, greeting guests at meetings, etc. 

· Oversee accurate database of current membership that includes name, organization name, address, membership category, phone number and email address. This database should be sent out to the board members each time it’s updated.

· Cooperate with the association to keep their records accurate.

· Notify members of renewal specifics or information from the state office that affects their membership. 

· Plan and hold an annual membership drive and new member orientation.

· After local board approval, forward applications to the association office. Keep copy of applications and payment check for local records.

· Participate and represent FPRA in the community at events and functions that are applicable.
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