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Officer Job Descriptions

All officers serve on the INDC Executive Committee. The Executive Committee typically meets on the fourth Thursday in October, February, April and June. Meetings usually last around two hours and lunch is provided. 

General duties include:

· Active participation with other Executive Committee members in the research, development, and implementation of program activities including:

· Industry issues

· Ethics, standards and protocol

· Training and education

· Trends, opportunities, challenges

· Program presentation issues

· Speakers

· Program topics

· Evaluations

· Membership issues

· Recruitment and retention

· Program requests

· Training and education

· Community influences, involvement, image

· Requests, complaints, ideas and concerns

· Active participation and current paid membership in council
· Active promotion of membership benefits

· Active recruitment of potential new members

· Adherence to industry ethics, policies and procedures

· Advocate for industry collaboration with community members, both nonprofit and for profit businesses.

President

Term: 1 year, June 1 - May 31st, with the understanding that the president will serve on the Executive Committee as Past President the following year.

The President is charged with leading INDC and working to help fulfill INDC’s mission. In this role, the President will:

· Work closely with the Executive Committee to prepare an annual plan for the organization including a calendar for the year
· Coordinate and facilitate all Executive Committee meetings
· Preside over all General Membership meetings
· Welcome and thank guest speakers
· Approve budgetary expenditures
· Review newsletters, website content, and other marketing materials created on behalf of INDC by the VP of Communications
· Facilitate nomination and election process for the next year’s officers
· Thank outgoing Executive Committee members for their service
· Provide requested information about INDC
· Represent INDC to outside organizations, the media and the community at large.
President Elect
Term: 1 year, June 1 - May 31st, with the understanding that the President Elect will assume the Presidency the following year and as Past President the year after that.

Duties

· Assume the duties of the President at meetings when the President is not able to attend or if the President is unable to complete his or her term. 
· Serve on the Philanthropy Day Committee as a representative from INDC.
· Support the President as needed.
· Thank outgoing President at the May Annual Meeting.
Vice President of Programs

Term: 1 year, June 1st – May 31st
Duties

· Coordinate speakers for each General Membership meeting. This includes meeting room set up, lunch arrangements, audio/visual needs, speaker confirmation, recognition and introduction.

· Send out electronic program evaluations to INDC membership following the general meeting. Correlate results and present to the next Executive Committee meeting.

· Serve as host for speakers, facilitating travel to and from meetings as needed, greeting them upon arrival, making introductions, and assisting with and set-up required for presentations.

· Coordinate with the VP of Membership regarding membership mixers or other programs as appropriate.

Vice President of Communications
Term: 1 year, June 1st – May 31st
Duties

· Collect, write and edit articles for the INDC website and web-based newsletter. Format and proof website and newsletter content and send to INDC President for final approval.
· Coordinate the publication and timely dissemination of the website url to ensure all members are informed of meetings, position postings, other news and announcements as follows:

· Distribute meeting notices for General Membership meetings via email to members in the two weeks prior to the meeting. This notice will give details of the meeting, specifics of the meeting location, and any other details that will help members.

· Distribute pertinent information to members via email as needed. This may include job postings, industry-related training opportunities, membership surveys, etc.

· Maintain a web-based event calendar for member organizations’ events.

· Manage the INDC website. Collect and post member spotlights, President’s messages, current information, work with web designer/host as needed to keep site up to date, periodically review site for problems, needed changes or improvements.

· Receive and direct info requests into info@indc.net inbox

· Make corrections to Website as e-mailed

· Work with President to ensure proper website access at all levels for members and officers

Vice President of Membership

Term: 2 years, June 1st – May 31st
Duties

· Update application annually

· Maintain membership roster, removing past member names whose dues have not been received by December 30th. Handle renewals through e-mail.

· Arrange all membership mixers which meet one hour prior to General Membership meetings. Coordinate all arrangements with the VP of Programs

· Organize and maintain recruitment and retention efforts 
Treasurer

Term: 2 years, June 1st – May 31st
Duties

· Invoice membership for annual dues.

· Prepare annual budget for Executive Committee approval.

· Process member applications. Pending members will be noted as active once dues payment has been received.

· Make deposits and payments in a timely manner.

· Reconcile bank statement in a timely manner.

· Order checks and deposit slips as needed.

· Prepare and present treasurer report at the General Membership and Executive Committee meetings.

· Bring a bank of $100 to all General Membership meetings

· Arrive at General Membership meetings early to check-in members

· Prepare receipts for guests and members upon request

· Retain all financial records for a minimum of seven years

· At end of term, obtain new signature card from bank

· At end of term, transfer all financial and memberships records to incoming Treasurer
Secretary
Term: 1 year, June 1st – May 31st
Duties

· Take minutes at Executive Committee meetings and distribute these minutes to board members within one week of the meeting.

· Post minutes to INDC website

· Arrange for lunch at Executive Committee meetings

· Arrive a half hour early to all General Membership meetings to check in guests and members.

· Produce nametags for membership meetings (working with Treasurer for verification)

· Mail hard copy of INDC newsletter to individuals for whom email newsletter is not available.
Past President

Term: 1 year, June 1st – May 31st
Duties

· Provide guidance, insight, INDC organizational information and assistance to the President and the officers as requested/needed.
