ARMA Chapter Board Position Guide - Directors
	Overview
	The Directors provide the support functions for the board and chapter. The duties of these positions vary based on the needs and skillsets of the board members and chapter for each given year, but in the absence of other duties as assigned by the Board, the two directors are responsible for supporting the programming and membership activities of the chapter. 

A summary of the program director’s duties are as follows:

· Arrange programs for monthly general membership meetings to carry out the general theme of records and information management and professional development. 

· Set the educational tone for the chapter and be responsible for ensuring that the meetings are a useful source of information for members.

A summary of the membership director’s duties are as follows:

· Continued growth of the chapter and the Association by adding to the membership; and 

· Retention of membership within the chapter and the Association.

Term: 1 year—elected


	Program Duties
	Below you will find a list of general duties for the office of Program Director. This position reports to the Vice President.


	1
	Arrange for speakers, tours, films, etc. for each regular chapter meeting.

	2
	Develop with the committee an annual chapter seminar that offers exposure to the RIM industry and bolsters the chapter’s funds.

	3
	Negotiate meeting contracts with the meeting facility, if necessary, acting as a representative of the organization, not yourself.

	4
	Assist Secretary in developing meeting agendas and announcements. Ensure speakers have all necessary information for their presentation (time/date/location/link).

	5
	Submit events on the ARMA International website to be included on the Calendar of Events.

	6
	Obtain speaker biographies to use in the introduction of the speakers and to furnish to Secretary for announcements/newsletters.


 Continued on next page
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	Member-ship Duties
	Below you will find a list of monthly duties for the office of Membership Director. This position reports to the Secretary. 
	


	1
	In consultation with the Board of Directors, formulate the chapter membership policy and operate in conformity with this policy.

	2
	Direct the search for and approach prospective members. 

	3
	Maintain current membership roster.  Assist members with change of address information to ARMA HQ as needed. 

	4
	Collect and maintain attendance records from chapter meetings. 

	5
	Maintain liaison with the members to see that they are properly oriented to chapter activities, are active in programs, and that membership retention is achieved.

	6
	Contact inactive members about non-renewal of chapter membership and provide assistance as needed. Collect feedback from members not interested in renewal.

	7
	Contact and welcome any new members to introduce them to the chapter. 


