Regional Management Team Job Descriptions
REGIONAL MANAGEMENT TEAM

Job Description for the Group

· Serve as middle management of and liaison to the International organization; implement and support decisions made by the International Board of Directors

· Formulate a regional mission statement

· Develop and implement a comprehensive strategic plan that includes long-range plans for which each coordinator is responsible

· Provide educational programs for all members of the region

· Maintain a viable membership growth and retention program

· Ensure that all financial resources of the region are managed in an effective and efficient manner

· Appoint a Nominating Committee

· Develop and implement plans for recruiting and training successors

· Utilize the educational opportunities provided by International

· Maintain effective communications with chapter and Chapter-at-Large members

· Evaluate regional events, each other, the effectiveness of the team, and team succession planning

· Maintain a supportive and positive working relationship among team members

· Define the specific areas of responsibility for each coordinator and the areas in which coordinators have (shared) joint responsibility

· Use the process of consensus to arrive at team decisions

· Support decisions made by the team

· Provide regular, comprehensive reports as requested by International Headquarters
Each team member is responsible for:

· Maintaining contact with appropriate staff members at International Headquarters

· Maintaining comprehensive records and forwarding materials to successor

· Training her successor

· APPOINTING STAFF TO ASSIST WITH THE IMPLEMENTATION OF RESPONSIBILITIES AS NEEDED

COMMUNICATIONS COORDINATOR

(RMT Appointment – two year term beginning in even years effective 2012)

CONTACTS:


Regional Management Team

RELATIONSHIPS:

Other Regional Communications

Coordinators, Other Regional Management

Team Coordinators, Regional Publisher, Regional

Communicator, Regional Database Coordinator

PURPOSE:


To maintain communication link between the 

                                           

International organization and the region, oversee





regional newsletter, and regional directory; be 





aware of opportunities to utilize current technology





through education and implementation

RESPONSIBILITIES/DUTIES:  (Recommended - access to e-mail)

· Appoint staff to chair:  printing /duplicating, leadership database, publications. Secretarial duties (optional)

· Receive communications from the International organization and disperse to the region

· Maintain internal communication channels among the region, chapters, and individual members

· Develop and maintain the regional leadership data base

· Maintain records of Regional Management Team meetings and activities.  Distribute copies to members of the team, Director – Corporate Services at International Headquarters and the International Bylaws and Rules Specialist

· Distribute copies of minutes to members of the team, chapters within the region, chapter-at-large members and the Meetings and Corporate Services Department at International headquarters.

· Ensure the production and distribution of the regional newsletter, Tags ‘N Swipes,  Regional Directory and the printing and distribution of regional communications

· Is responsible for regional Web site and data base design, implementation and maintenance, with input from the Marketing Coordinator

· In consultation with the RMT, prepare and submit summary of Annual Regional Report to the Meetings and Corporate Services Department at International Headquarters by established deadline

· In consultation with the RMT, prepare and submit year-end Team Report to the Meetings and Corporate Services Department at International Headquarter by established deadline

· Develop volunteer staff to assist with these tasks

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

DIRECTORS’ COORDINATOR

(Elected by Directors – two-year term beginning in odd years)

POINT OF CONTACT:

Regional Management Team

RELATIONSHIPS:

Other Regional Director Coordinators, other

Regional Management Team Coordinators,

Regional Member Coordinators, Regional

Education Coordinators

PURPOSE:


Represent the interests of regional directors with

the Regional Management Team

RESPONSIBILITIES / DUTIES:  (Recommended - access to e-mail)

· Routinely communicate with the directors in the region to assess their needs.

· Communicate the Directors’ needs and the needs of the Chapter to the Team Coordinator and Education Coordinator.

· Provide and facilitate a forum for Directors, and Assistant Directors, at Regional events.

· Develop volunteer staff to assist with these tasks

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

EDUCATION COORDINATOR

(International Appointment – Two-year term beginning in even years)

CONTACTS:


Regional Management Team

RELATIONSHIPS:

Other Regional Team Coordinators (especially Events,

Marketing and Financial Coordinators),

Other Regional Education Coordinators, Chorus

Directors, General Membership, and International

Headquarters (especially Carol Schwartz)

PURPOSE:


Develops, coordinates and monitors Regional Education





Programs

RESPONSIBILITIES / DUTIES:  (Recommended - access to e-mail)

· Secure Faculty
· Plan curriculum for educational events, such as seminars and workshops, plus

· Secure faculty for educational programs

· Who will sing on the show

· Provide audio-visual and handouts

· Talk to the hotel about needs

· Purchase necessary music

· Compile the evaluations after the event and writes thank-you notes

· Send out International Evaluations with copies to International.

· Coordinate education for quartets and choruses

· Work in coordination with Events and Marketing Coordinators on marketing events

· Assist choruses in Director searches

· Coordinate regional faculty visits to choruses; responds to show invitations 

· Maintain five-year education plan document

· Develop a plan, in conjunction with the Marketing Coordinator, for maintaining the integrity of the musical product and administrative processes of chapters in revitalization 

· Approve chapters, quartets and prospective chapters for public performance (Quality Assurance)

· Audition chapter-at-large quartets for public performance 

· Develop faculty or staff to assist in implementing programs such as: 

· faculty training

· Director Certification (oversees) 

· Young Women in Harmony (oversees)

· Arranger training

· Buddy program for every chorus 

· quartet training

· Develop volunteer staff to assist with these tasks

· Appoint an Arrangers Coordinator who administers the program that offers training for aspiring arrangers within the region

· Appoint a YWIH Coordinator to educate and inform the musical leaders in each chorus about the YWIH program

· Appoint a DCP Coordinator who administers the program within the region

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

EVENTS COORDINATOR

(Elected by Regional Management Team – two-year term beginning in odd years effective 2009)

CONTACTS:


Regional Management Team

RELATIONSHIPS:

Other Regional Events Coordinators, Regional

Education Coordinator, Regional Marketing Coordinator

PURPOSE:


Coordinates the physical aspects of all regional meetings 





And events, including regional competitions

RESPONSIBILITIES / DUTIES: (Recommended - access to e-mail)

· Facilitate the securing of appropriate venues for regional programs and events, including site inspections and negotiations of contracts
· Coordinate on-site arrangements for all regional meetings and events, including regional competitions
· Serve as or oversee the work of the Chair of the Regional Convention (CRC) as defined in the Guidelines for Regional Convention
· Work in coordination with the Marketing and Education Coordinators on marketing events
· Oversee registration for all regional events
· Teach one regional class per year or conduct a network session at Fall or Winter Regional
FINANCE COORDINATOR

(Regional Management Team Appointment  – Two-year term beginning in odd years)

CONTACTS:


Regional Management Team

RELATIONSHIPS:
Other Regional Team Coordinators, Other Regional Finance Coordinators, Chapter Finance Coordinators/ Treasurers, and Regional Strategic Planning Team


PURPOSE:
To ensure that all financial resources of the region are accounted for in an effective and efficient manner  




RESPONSIBILITIES / DUTIES:  (Recommended - access to e-mail)

· Hold the sole authority to sign contracts on behalf of the region.

· Negotiate contracts for equipments and services required by the region

· Prepare the annual budget for the region and submit that budget to the Management Team Participate in long range financial planning.

· Coordinate fund-raising projects (non-dues income); i.e., vendors, etc.

· Receive all funds paid to the region and issue all payments on behalf of region; bill and collect regional assessments from choruses, keep records of payments.

· Manage bank accounts and investments; keep accurate and current records of all financial transactions.

· Bill choruses/quartets using Region 1 as a host for their web site.  Copies sent to Web Master. 

· Report regularly to the Management Team and prepare an annual financial statement for the Director of Administrative Services at International Headquarters. 

· Provide report of audit to Regional Management Team.

· Submit accounting records at the close of the fiscal year for audit to a qualified person or persons selected by the Management Team or for examination or audit at any time as directed by the Management Team.

· Provide advice and training to chorus treasurers and serve as a resource for choruses with financial questions.

· Provide financial information necessary to complete application for corporate gifts/grants

· Maintain contact with appropriate staff members at International Headquarters.  Secure ASCAP/BMI licenses for each major regional event; fall and winter regional, quartet contest, chorus contest, Show of Champions.  

· Prepare tax returns and submit to IRS by due date, Sept. 15, with copies to International Headquarters.

· Administer Region 1 Memorial Fund, Region 1 Young Women in Harmony Fund and other regional funds.

· Develop volunteer staff to assist with these tasks

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

MARKETING COORDINATOR

(Regional Management Team Appointment – Two-year term beginning in odd years effective 2009)

CONTACTS:


Regional Management Team

RELATIONSHIPS:
Other Regional Team Coordinators, Other Regional Marketing Team Coordinators, Chapter Marketing Team Coordinators, Regional Education Coordinator, Regional Events Coordinator, General Membership, General Public
PURPOSE:  


Develop and provide marketing and public relations programs that 




promote chapter and regional events, and membership growth and 




retention.
RESPONSIBILITIES / DUTIES:   (Recommended - access to e-mail)

· Plan and implement marketing and public relations program to increase membership growth and retention
· Design and implement plans to market events and products
· Work in coordination with the Membership Coordinator on membership growth and retention plans
· Work in coordination with the Events and Education Coordinators on marketing events
· Work in coordination with the Communications Coordinator on Web site and data base design, implementation, and maintenance
· Maintain data base of media contacts
· Write and distribute press releases and produce media kits
· Invite media to regional events and serve as onsite media contact
· Initiate media opportunities including on-air interviews and feature stories
· Maintain data base of advertising contacts
· Design, negotiate and buy advertising in local media
· Sell advertisements in regional publications
· Develop volunteer staff to assist with these tasks

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

MEMBER COORDINATOR

(Elected by Regional Membership – two-year term beginning in even years)

CONTACTS:


Regional Management Team

RELATIONSHIPS:

Other Regional Chapter Coordinators, Chapter





Presidents/Team Leaders

PURPOSE:
To represent the interests of regional chapters and individual members with the Regional Management Team

RESPONSIBILITIES / DUTIES:  (Recommended – access to e-mail)
· Routinely communicate with the chapters in the region to assess their needs

· Communicate the president/team leader and Chapters’ needs and issues to the Regional ManagementTeam.

· Provide and facilitate a forum for presidents/team leaders at regional events

· Instill in the members of the region an awareness of their relationship to the organization, to the region, and to other choruses

· Assign buddy list, in coordination with Directors’ Coordinator

· Develop a plan, in conjunction with the Education Coordinator, to teach chapters in revitalization ways to attract new members and retain existing ones

· Plan and implement programs in the area of membership growth and retention

· Work in conjunction with Marketing Coordinator on membership growth and retention plans

· Visit chartered chapters to promote membership retention and growth 

· Guide prospective chapters through the steps toward chartering program

· Assist chapter in revitalization with growth and retention programs, in conjunction with Education Coordinator 

· Develop support staff to assist in planning and implementing programs such as

· 
Steps Toward Chartering



Membership Recruitment



Membership retention



Chapter in Revitalization

· Appoint a Chapter-at-Large Coordinator to ensure CAL members’ awareness of and inclusion in regional events, programs and publications

· Appoint a Chapter Coordinator to maintain regular contact with chapter presidents/team leaders to assess and communicate chapter needs to Membership Coordinator

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

TEAM COORDINATOR

(Elected by RMT – Two-year term beginning in even years effective 2012)

CONTACTS:

Regional Management Team

RELATIONSHIPS:
Other Regional Team Coordinators, Other Regional 






Management Team Coordinators, Chapter Bylaws & 






Rules Coordinator, Regional Historian, and Regional 






trategic Plan Coordinator

PURPOSE:  

To set agendas and run regional management meetings, 





monitor regional long-range plans, maintain regional 






standing rules, monitor chapter standing rules, maintain 





regional job descriptions, maintain regional calendar, 






and maintain regional history.

RESPONSIBILITIES / DUTIES:  (Recommended - access to e-mail)

· Facilitate the meetings of the Regional Management Team.

· Coordinate the agenda for Regional Management Team meetings with input from team members.

· Ensure that any policy changes adopted by International Headquarters are incorporated into the Region 1 regional and chapter standing rules.

· Review Region 1 regional standing rules and job descriptions; make recommendations to the team for necessary revisions.  

· Submit revisions of Region 1 regional standing rules to Sweet Adelines International Director of Corporate Services for approval.

· Appoint Chapter Bylaws & Rules Coordinator to review and approve all Region #1 chapters’ standing rules. 

· Monitor implementation of the region’s long-range or strategic plan

· Maintain the regional calendar

· Initiate correspondence, RMT greetings/congratulatory contacts with membership



-Regional Contest – Best Wishes, Congratulations to First Place winners, 



 Award Recipients



-Correspondence with Regional International competitors



-Other Events

· Maintain contact with appropriate staff members at International Headquarters

·  Develop volunteer staff to assist with these tasks

· Teach one regional class per year or conduct a network session at Fall or Winter Regional

