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Florida Suncoast Special Interest Groups (SIGs) and Geographic Interest Groups (GIGs) Representatives
Position Summary: 

The SIGs and GIGs Representatives serve as Registration Directors for all the SIGs and GIGs.  SIG and GIG Representatives work with SIG and GIG leaders as a liaison between the Suncoast Chapter and their group.  SIG and GIG Representatives provide information to the Vice President of SIGs and GIGs for program updates and issues to present to the Florida Suncoast Chapter Board.
Time Commitment: 

Term: One year 
Estimated Time Requirements per month:

· Attending board meetings: 2 hours plus travel time 

· Attending SIG and GIG meetings: 2-3 hours plus travel time 

· Attending monthly chapter meetings: 3 hours plus travel time 

· Communicating with administrative office about routine issues: 2-4 hours 

Responsibilities: 


SIGs and GIGs
· Serve as a liaison between SIGs and GIGs Leaders and the VP of SIGs and GIGs
· Promote Suncoast Chapter membership

· Work with SIG and GIG leaders to determine how the chapter can best support them, provide guidance and direction
· Encourage ATD membership for SIG and GIG participants

· Serves as liaison between members of the SIG and GIG and the Florida Suncoast Chapter Board
· Serves as communications link between SIG and GIG members and the Suncoast Chapter in disseminating information relative to the SIGs and GIGs
· Assess chapter member interest in developing new SIGs and GIGs 

· Work with SIG and GIG leaders to identify a pipeline for leader succession

             SIGs and GIGs Registration

· Monitor online registration for each SIG or GIG event

· Advise SIG and GIG leaders of attendance for seating and food preparation

· Print name tags for event

· Prepare registration table at event, display name tags, take walk up registrations

· Understand ATD Florida Suncoast online registration procedures of adding attendees, taking payments, sending invoices, making corrections, etc.

· After meeting record online the people who did not attend the event and complete Excel document summary of the meeting.
· Deposit cash and checks to Florida Suncoast Chapter checking account after event.  Send deposit detail information to VP of Finance.

Board Participation
· Participate in the development and implementation of short-term and long-term strategic planning for the Florida Suncoast Chapter 

· Support and promote Suncoast Chapter operating requirements (CORE), and the strategic goals and action plans of the chapter 

· Represent the Florida Suncoast Chapter professionally and ethically in all business functions/organizational activities

· Attends and participates in board and chapter meetings. Participate in other chapter events, committee meetings, and regional conferences as available

Qualifications: 

· Skilled in written and verbal communication, personal interaction, and problem-solving
· Ability to plan, organize, and execute activities as required by the position
· Ability to complete projects within established timeframes
· Ability to delegate tasks and monitor follow-through
· Ability to fully participate in chapter programs and board meetings 
· Has a willingness to advocate for the chapter  
· Ability to seek others out as volunteers 
· Member in good standing with the local chapter
ATD Resources:           
	Chapter Coach


National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)


Sharing Our Success (SOS)
	Chapter Leader Community (CLC)



 HYPERLINK "http://www.astd.org/membership/resourcesForChapterLeaders/ChapterLeadership/Resources/LCN.htm" 

Leadership Connection Newsletter
 (LCN)

Toolkits
ATD Higher Education Affiliate Program
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