URISA Board Member Job Description

Position:

	Vice President


Responsibilities:










Hours/Week

	Luncheons:  Gather Luncheon Topics, Contact Speakers, Decide on and Contact Venues, Contact and set up caterer, preparing directions and site maps
	2

	Assist President as needed and fill in when President is not available
	1

	Misc. tasks:  review documents, assist with conferences, workshops, presentations, organize special projects
	1

	Attend luncheons, do announcements
	1

	Attend board meetings
	1

	Follow up luncheons with thank you letters.
	1

	
	

	
	

	
	

	
	


	    80%


Percentage of tasks performed during regular business hours:

Benefits of position:

	Improve organizational skills; increased visibility in GA GIS circles; keep abreast of current GIS events and news; work with other leaders in the GIS community

	Meet speakers and keep contacts with venue owners

	


Challenges of position:

	Most of the work must be done during regular business hours

	


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

	MS office

	Luncheons Excel spreadsheet

	Luncheons Checklist

	Projector and other backup AV equipment for speaker is venue can’t provide

	

	


Helpful ideas or advice for future position holders: 

	Keep ahead of the game for luncheons

	Verify speakers two then one week in advance to avoid “no-shows”

	Vet the speakers and provide them with speaking points to guide their presentations

	Always have a board member with a back-up presentation
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