Georgia URISA Board Member Job Description

Position:

	President


Responsibilities:








Hours per Week/Event

	Oversee the Immediate Past President’s responsibilities & tasks (Student Award/Career Day, board nominations/elections)
	0.5

	Oversee the VP’s responsibilities & tasks (monthly luncheon scheduling)
	1

	Oversee the Secretary’s responsibilities & tasks (i.e. email lists & approve correspondences)
	0.5

	Oversee the Treasurer’s responsibilities & tasks
	.5

	Oversee the Membership Chair’s responsibilities & tasks
	1

	Oversee the Special Event Chair’s responsibilities & tasks (Workshop/Conference activities)
	1-2

	Oversee the Educational & Certification Chair’s responsibilities & tasks
	0.5

	Oversee the Corporate Sponsor Chair’s responsibilities & tasks
	1

	Arrange Board Meetings, associated agendas, purchase supplies
	0.25

	Follow-up on duties & action items from the Board Meetings
	3

	Respond to Georgia URISA inquiries and/or forward when necessary.  Follow up forward.
	.30

	Oversee marketing activities including GISCC, website & International URISA
	1

	Represent Georgia, or designate other board member, at Chapter Leader’s Forum held in conjunction with the Annual International URISA conference
	0.25

	Represent Georgia, or designate other board member, on quarterly Chapter Leader’s calls, facilitated through International URISA and Yahoo! groups
	0.25

	First Board Meeting, aka Annual Planning Meeting, includes goal setting for luncheons & individual members for the year (review previous year’s goals and tie into URISA International goals as much as possible, update job descriptions)
	8

	Maintain/administer/archive the calendar, Files and other task items in Groove
	0.5

	Prepare the annual Chapter Profile for URISA International
	2

	Prepare the State of the Chapter letter by December 31st (administer to all friends/members)
	1-2


	 20  %


Percentage of tasks performed during regular business hours:

Benefits of position:

	Networking with leaders in the GIS Community, personal rewards such as helping other people by Providing leadership & education to make their lives easier


Challenges of position:

	Managing the tons of details associated with each position, keeping track of each person’s responsibilities to making sure their duties are completed on time and within budget; improving

Board’s structure (just because we did it this way 100 yrs ago….), organizing the through-put process, reducing burnout, identifying problems in our organization & developing a clear strategy to make the Board more successful & rewarding, dealing with human resource issues (board procrastination, non-responsiveness, lack of competencies, member complaints, etc.)


Special forms, software, files, or materials needed for (or useful for) this position: 

	Email, Acrobat, MSWord, MSExcel, MSGroove, Online website and back-end database


Helpful ideas or advice for future position holders: 

	A successful President must possess solid leadership skills and present the example for which 

Others will follow. He/she must be professional and focus on helping board members achieve their goals. It is also valuable to be detail oriented; have clear goals, follow-up skills and good marketing, networking skills.
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