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Chief Financial Officer
Board of Directors –ATD/San Diego Chapter




	Purpose:
	Ensure the Chapter’s sound financial status and to maintain and promote continuity of the Chapter’s financial records.

	
Reports to:
	
Chapter President

	
Supervises:
	
Auditor

	
Term:
	
Two years



Responsibilities:
1. In collaboration with President, set annual goals for managing chapter finances.
2. In collaboration with President, prepare annual chapter budget with input from each Board member. Finalize and present annual chapter budget at the January board meeting. Works closely with office manager in a collaborative manner.
3. Review the quality of, and contracts for, current chapter accounts and investments. Where needed, recommend account and investment changes. Invest excess funds interest-bearing accounts.
4. In all financial matters, maintain chapter tax-exempt non-profit status.
5. Interpret and explain financial statements and operating procedures to board members in helping them to assess the financial status of their assigned areas.
6. Efficiently collect and disburse funds as authorized by established procedures (e.g., Bylaws), including depositing funds and paying chapter bills.
7. Oversee preparation of annual financial report and audit; coordinate preparation of federal and state tax forms with an accountant.
8. Provide monthly reports to board summarizing costs, profits and losses for each chapter event, and a running year to date summary of those items.
9. Control procedures for collection and disbursement of funds, including obtaining signature approval by responsible board members and president for all board expenditures.
10. Establish and maintain accurate records of income and disbursements.
11. Prepare and present monthly financial statements at board meetings, including distributing monthly analysis and year-to-date totals for each board position.
12. Recruit and train incoming CFO. Ensure all relevant documents for training the new board member, and for record-keeping purposes, are posted on the board member workspace for future use. 
13. Attend a minimum of nine chapter events throughout the year, but attend as many events as possible. Attend all board meetings.
14. Network within the San Diego community to generate sponsorships, resources for revenue, professional contacts, members, and opportunities to expand chapter’s role within the community.
Qualifications:
1. Be proficient in the use of Quickbooks and Excel.
2. Demonstrated experience in budget design, fiscal responsibility and bookkeeping practices.
3. Strong business ethics, honesty and integrity required.
4. Ability to review, assess, and make competent recommendations regarding chapter investments.
5. Adept in verbal communication, diplomacy, personal interaction, and problem solving.
6. Ability to complete projects within established timeframes.
7. Be a member in good standing with ATD National and ATD--San Diego.
8. Time available to attend all board meetings and a minimum of nine chapter events.














Secretary
Board of Directors –ATD/San Diego Chapter




	Purpose:
	Provide administrative support for the chapter. To ensure the accurate retention and communication of Chapter proceedings and records. This is an officer position. 

	
Reports to:
	
Chapter President

	
Term:
	
Two years



Responsibilities:
1. In collaboration with the President, set annual goals for managing Chapter administration.
2. Ensure that accurate minutes are taken and maintained as legal record of the corporation’s business meetings (Board Meetings).
3. Provide an electronic transmission of minutes and project status reports within 15 days following each monthly Board Meeting and a board report with status of projects at least 4 days before each board meeting. Minutes must be made available to all Board and Chapter members through the ATD Chapter website.
4. Design annual budget for the position if one is indicated and audit income/expenses on a monthly basis to ensure the Chapter’s sound financial status.
5. As an Officer of the Chapter, the Secretary is responsible for being a signer on the Chapter bank accounts along with the President and Pres-Elect and coordinating all of the signers with the Chapter bank.  
6. Attend a minimum of nine chapter events throughout the year, but attend as many events as possible. Attend all board meetings.
7. Network within the San Diego community to generate sponsorships, resources for revenue, professional contacts, members, and opportunities to expand chapter’s role within the community.
8. Assist in recruiting incoming board members, train incoming Secretary. Ensure all relevant documents for training the new board member, and for record-keeping purposes, are posted on the board member workspace for future use.
Project Management:
1. Creates and maintains Board of Director contact information in timely manner and distributes to Board.
2. Collaborate with President and Pres-Elect to perform an inventory of the Chapter assets as needed and create and maintain an electronic list of these assets. Perform audits of the Chapter assets as needed through the year.
3. Together with the Chapter President, ensure all corporate documents are approved and maintained online.
4. Oversee and coordinate any requirements involving the Corporation Bylaws and/or Articles of Incorporation, including notification of meetings. Ensure the safekeeping of all legal corporation documents; coordinate record of these items with support personnel for the Chapter. This is performed on an as needed basis.
5. Recruit and train incoming Secretary. Where possible provide incoming officeholder with paper and/or computer disk files for setting up systems for getting the work of the office done.
6. Work with the President-elect to manage Chapter elections according to Chapter Bylaws (Article VII).

Qualifications:
1. Demonstrated skills in typing, word processing, record keeping, and administrative processes. Possess an ability to pay close attention to detail.
2. Ability to build, motivate, and lead Chapter volunteers where needed.
3. Adept in verbal communication, diplomacy, personal interaction, and problem-solving.
4. Ability to plan, organize, and evaluate activities required by the position.
5. Ability to complete projects within established timeframes.
6. Recent committee experience in training and development/performance or related activity, preferably via ATD.
7. Commit to attending Board meetings and other Chapter functions as required by this position.
8. Be a member in good standing with ATD National and ATD--San Diego.









Membership Director
Board of Directors –ATD/San Diego Chapter



	Purpose
	Collaborate with other Board Members to achieve the Chapter’s strategic goals and initiatives. To direct and manage the overall Chapter membership function, including new member coordination, member retention, volunteer coordination, coordination of Mission Valley and North County Meet & Mingles, and annual survey. 

	
Reports to:
	
President

	
Supervises:
	
New Member Coordinator, Member Retention Coordinator, Volunteer Coordinator, Meet & Mingle Coordinator, Membership Survey Coordinator

	
Term:
	
Two years

	
	



Responsibilities:
1. In collaboration with the President and other Board members, set annual goals for managing the Chapter's membership, determine membership fees, benefits and opportunities for member engagement, recruitment of new members, monitoring member satisfaction, volunteer recruitment and recognition program
2. Design annual budget for position & audit income/expenses monthly to ensure Chapter’s sound financial status
3. Assess and monitor emerging membership and other Chapter risks at least annually
4. Direct Board’s efforts to recruit, engage and retain Chapter members by maintaining Member Engagement Cycle document and reporting membership status on a monthly basis
5. Encourage nominations for spotlighting volunteers
6. Serve as point person to resolve high-level membership related issues identified between ATD National and ATD San Diego
7. Meet President and membership team members at least semi-annually to review goals and performance results
8. Attend a minimum of nine chapter events throughout the year, but attend as many events as possible. Attend all board meetings.
9. Network within the San Diego community to generate sponsorships, resources for revenue, professional contacts, members, and opportunities to expand chapter’s role within the community.
10. Assist in recruiting incoming board members, train incoming Membership Director. Ensure all relevant documents for training the new board member, and for record-keeping purposes, are posted on the board member workspace for future use.


Project Management:
1. Ensure membership announcements are made at Chapter meetings, including announcing new members, volunteer recognition and Meet & Mingle updates
2. Oversee HPA events and coordinate with the HPA manager. 
3. Ensure new member coordination goals are achieved, this includes directing the logistics for sending email invitations to new members, bringing handouts, facilitating a 30-minute new member orientation prior to each Chapter meeting that highlights member benefits, volunteer opportunities and integrates new members into the Chapter meeting and completion of follow-up items
4. Ensure member retention goals are achieved, this includes directing the logistics for monthly calls/emails made in order to survey members who do not renew their memberships to gain insight into membership trends
5. Ensure member volunteer coordination goals are achieved, this includes monthly attendance by volunteer coordinator at chapter events and directing the follow-up logistics for effective implementation of volunteer recruitment and placement of members
6. Ensure HPA goals are achieved, this includes directing the logistics for reserving meeting space, sending email invitations, bringing handouts, facilitating HPA and completing follow-up items
7. Complete annual benchmarking survey of successful organizations that highlights attractive member benefits, member population and dues to provide meaningful data for Chapter’s marketing plan, determination of membership fees and to define membership benefits
8. Improve product quality for HPA and New Member Orientation to ensure satisfaction of member needs and requirements by implementing standardized processes for requesting feedback from attendees, analyzing feedback (including annual survey results) using tools such as Pareto charts, identify causes using tools such as fishbone diagrams and continuously integrating improvements that deliver superior value in a cost effective manner
9. Work with office manager to resolve renewal issues, communicate rate changes and monitor for service failure
10. Work with the Office Manager, Secretary, and Communication Director to keep updated membership information, to market member benefits, and to make Board member contact information accessible to the Chapter membership
11. Provide support to Office Manager in updating new member welcome email and new member packets and promotion of member benefits with President’s message as approved by incoming President and updated current Board Roster

Qualifications:
1. Strong interpersonal skills – Able to build trust, communicate effectively, influence stakeholders, leverage diversity, network and partner with others, and to  build, motivate, and lead teams
2. Strong business management skills - Able to analyze needs and propose solutions, apply business acumen, drive results, plan and implement assignments and think strategically
3. Strong personal skills – Demonstrate adaptability and model personal development
4. Recent committee experience in workplace learning and performance, preferably via ATD
5. Committed to attend Board meetings and perform other functions as required by the position
6. Be a member in good standing with ATD National and ATD--San Diego.
Programs Co-Director
Board of Directors –ATD/San Diego Chapter




	Purpose
	Oversee chapter’s program function, including selecting and scheduling speakers for monthly chapter meetings, marketing chapter programs, leading event planning and logistics for chapter meetings, and reporting on programs-related matters to the Board.

	
Reports to:
	
President

	
Supervises:
	
Registration Coordinator and Programs Coordinator

	
Term:
	
Two years

	
	



Responsibilities:
1. In collaboration with the President, set annual goals for programming.
2. Design an annual budget for Programs and audit income/expenses on a monthly basis to ensure Chapter’s sound financial status. This includes conducting, and reporting on, a monthly audit of hotel/meeting site and other billings for Chapter meetings.
3. Within the first quarter of the year, set the calendar for chapter meetings for the entire year (where possible).   Synchronize with all chapter events to prevent conflicts or over-programming. 
4. Provide calendar of events, event descriptions, dates, times, locations, speaker information, and all other pertinent event information in a timely manner to the Technology and Marketing Directors, and the Office Manager, to ensure sufficient promotion and coordination of chapter meetings. Work in collaboration with them to ensure consistent marketing of chapter events.
5. Produce documentation for each chapter meeting that provides information about whether financial and attendance goals were met, debriefing notes, ideas on improving future events, attendance, logistics, relevant financial data, etc. Include such information in the next board meeting immediately following the chapter event.
6. Attend a minimum of nine chapter events throughout the year, but attend as many events as possible. Attend all board meetings.
7. Network within the San Diego community to generate sponsorships, resources for revenue, professional contacts, members, and opportunities to expand chapter’s role within the community.
8. Assist in recruiting incoming board members, train incoming Programs Co-Director. Ensure all relevant documents for training the new board member, and for record-keeping purposes, are posted on the board member workspace for future use.

Project Management:
1. Identify and schedule presenters/programs for a 13-month slate of Chapter events. Early in Board tenure, set programming calendar for 13 months, which runs from February of the year entering the office through to the month of March that follows the one-year term on the Board.
2. Identify cost-effective methods for obtaining presenters, providing presenters with audio-visual support, and copying presenter materials for distribution at the Chapter meetings. Ensure handouts are copied according to accepted guidelines regarding copyright submission deadlines, advertising, number of pages, and cost-effectiveness.  As an option, handouts may be distributed via email or posting on the ATD-SD website for attendees following events.  
3. Determine agenda for each monthly meeting, advise speakers about time constraints, obtain required audio-visual equipment, and direct program portion.
4. Oversee the analysis of evaluation surveys for monthly events; provide evaluation summary at each Board meeting. Review evaluation questions at least annually to ensure validity and value. 

Qualifications
1. Strong event planning and event management experience.
2. Strong commitment to ethics, honesty, and integrity in conducting business.
3. Ability to build, motivate, and lead a team of volunteers. Demonstrating skills in effective verbal communication, diplomacy, personal interaction, and problem-solving.
4. Commit to attending Board meetings and other Chapter functions as required by the position for entire tenure of position.
5. Direct involvement in the Talent Development/Performance Management fields with broad knowledge of local resources in these fields.
6. Prior work with the ATD—San Diego Chapter or another ATD Chapter, or a related professional association.
7. Be a member in good standing with ATD National and ATD--San Diego.









Technology Director
Board of Directors –ATD/San Diego Chapter




	Purpose
	Manage all technology and social media communication with potential and existing members by increasing member participation in these outlets. To develop and implement innovative plans utilizing technology for chapter learning events and online presence.

	
Reports to:
	
President

	
Supervises:
	
Social Media Coordinator (FaceBook Fan Page, Twitter, LinkedIn), YouTube Coordinator, Podcast Coordinator, Learning Technologies Coordinator, Other positions as the Director sees fit in order to meet goals

	
Term:
	
Two years

	
	



Responsibilities:
1. Develop and implement a strategy to engage and motivate active online advocates; envision and shape chapter’s internet presence.
2. Stay up to date on technological tools and how other organizations, ATD chapters and professional associations are using them, so that ATD San Diego can remain up to date, if not advanced in its usage of technology.
3. Promote member and non-member use of Facebook, LinkedIn and Twitter through creating or inspiring meaningful discussions among participants. Ensure chapter events are up to date and posted in a timely manner on social media sites.
4. Serve as advocate for technology for the chapter internally. Provide feedback and ideas for use of technology.
5. Work closely with all Directors to market their various activities using technological avenues.
6. Serve as the resident technology expert in order to develop innovative chapter programs, events, etc.
7. Research, develop and facilitate sourcing of new ideas and concepts for using technological innovation to deliver enhanced services to members.
8. Keep chapter members up to date with technological resources and innovative technology-based methods for learning through announcements, newsletter articles, and social media venues.
9. Attend a minimum of nine chapter events throughout the year, but attend as many events as possible. Attend all board meetings.
10. Network within the San Diego community to generate sponsorships, resources for revenue, professional contacts, members, and opportunities to expand chapter’s role within the community.
11. Assist in recruiting incoming board members, train incoming Technology Director. Ensure all relevant documents for training the new board member, and for record-keeping purposes, are posted on the board member workspace for future use.

Qualifications: 
1. Background in marketing, social media, technology and ed-tech desired.
2. Strong commitment to ethics, honesty, and integrity in conducting business.
3. Ability to build, motivate, and lead a team of volunteers; ability to delegate tasks, and monitor follow-through.
4. Ability to plan, organize, and evaluate activities required by the position.
5. Demonstrated skills in effective verbal communication, diplomacy, personal interaction, and problem-solving.
6. Commitment to attend Board meetings and other Chapter functions as required.
7. Directly involved in the Training and Development/performance management fields with broad knowledge of local resources in these fields.
8. Prior work with ATD – San Diego Chapter or another ATD Chapter, or a related professional association.
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