












BUILDING A BOARD OF DIRECTORS 
FOR YOUR LOCAL CLUB & 
SAMPLE JOB DESCRIPTIONS
FOR CLUB OFFICERS




HOW TO BE A BOARD CHAIR


Establishing & Managing a Committee
Select a committee as soon as possible, ideally before the September membership meeting. The committee does not include current board members. Other members of your committee handle work that you delegate to them.

Appoint an Assistant Chair
An Assistant Chair is a member of your local club who assists you in the formulation of the committee and the implementation of committee work.

Co-Chair vs. Assistant Chair
An Assistant Chair is a true assistant to the Chairperson. A Co-Chair is a fellow chair and Board Member, and has equal status. Co-Chairs divide the committee work and responsibilities and have the same amount of authority. Assistant Chairs are second to the Chair.

As a Committee Chair
Start a Committee Notebook:
Keep a 3-ring binder of all your committee work, plans, budgets, members, every detail of your committee. This will allow you to create your Club Achievement entry easily and it should be passed down to next year’s Chair.

Develop A Plan 
Develop a plan of goals, objectives and tactics to define what you wish the committee to achieve during your year as Chair.

Create a Calendar
Know what you need to do and when you need to do it. Create a committee calendar for the Chair, Assistant Chair, the Board and Committee Members.

Committee Reports
[bookmark: _GoBack]You MUST provide a committee report at the Board Meeting.

Reporting to the President
Generally, you will report to the President a week before the Board Meeting as to if you need to be on the agenda. If a committee report is not vital to the Board member then you may pass, as you do not wish to take the Board’s valuable time. However, be cautious: when Board Chairs have nothing to report for several meetings in a row, it usually indicates that work is not being done.

Club Achievement
Each Board Member is responsible for writing their Club Achievement Book (not to worry – you’ll have help). To make this easy, keep copies of each and every item your committee produces. It is a good idea to set up a Club Achievement file and keep 3 copies if everything for your committee.
SAMPLE JOB DESCRIPTIONS FOR CLUB OFFICERS

Job Description for the Club President

The Club President will: 
· Preside over the general operations of the club.
· Assure regular communications with all members of the board of directors, club officers, club members, and AAF headquarters.
· Call and preside over all executive committee meetings, board of directors meetings, finance committee and meetings of the general membership.
· Serve as Chairman of the board of directors.
· Serve as Chairman of the executive committee.
· Serve as the Chairman of the finance committee and supervise the club treasurer.
· Oversee the annual budget
· Assure fiscal stability of the club
· Have the power to co-sign checks
· Appoint all committee chairs.
· Appoint all non-elective positions.
· Attend all regular meetings and events of the club.
· Represent the club at AAF district meetings.
· Report information from meetings to the board of directors.
· Attend the annual AAF National Conference.
· Report information, initiatives and programs to the board of directors.

Job Description for the Vice President(s)

The Vice President(s) will:
· Assume the duties of the President in his/her absence.
· Serve as a member of the finance committee.
· Assure fiscal stability of the club
· Have the power to co-sign checks.
· Attend all executive committee meetings, board of directors meetings and finance committee meetings.
· Attend all regular meetings and events of the club.
· Oversee specific committees as deemed by club organizational structure.

Job Description for the Secretary/Treasurer

The Secretary/Treasurer will:
· Attend all executive committee meetings, board of directors meetings and finance committee meetings.
· Serve as a member of the finance committee.
· Assure fiscal stability of the club
· Secure a fidelity bond as deemed in the By-laws.
· Prepare a working budget for the coming year.
· Collect dues and report the status of receipts to the finance committee.
· Present the status of all accounts to the finance committee.
· Secure the approval of all accounts payable by the finance committee before payment.
· Present the status of all accounts to the board of directors.
· Take the minutes at all executive committee meetings and board meetings.
· Maintain club records.
· Attend all regular meetings and events of the club.

Job Description for the Immediate Past President 

The Immediate Past President will:
· Serve as Chairman of the nominating committee.
· Attend all executive committee meetings, board of directors meetings and finance committee meetings.
· Serve as a member of the finance committee.
· Assure fiscal stability of the club
· Serve as Chairman of the past presidents’ advisory council.
· Assure the success of all projects assigned to the past presidents’ advisory council as deemed by the President.
· Attend all regular meetings and events of the club.

Job Description for the Committee Chairs and Committee Members

Membership – To secure additional members, process membership applications, report membership statistics, and present new members to the federation. 

Committee could include roles such as the following:
· New member recruitment – actively solicits companies that have never been a part of AAF to join
· Engagement – communicates and follows up with members and potential members regarding events and programs to develop a deep relationship with the club

Program – To arrange programs for all Federation meetings to promote attendance at Federation meetings; to arrange for all meetings including location and collection of tickets; to be responsible for members; reservations; to maintain a record of attendance at all meetings; and to supervise and promote social activities of the Federation. 

Committee could include roles such as the following:
· Speaker Seeker –Actively solicits and engages with potential programs speakers. Serves as speaker’s point of contact. Makes hotel arrangements for speaker is necessary.
· Venue – Serves as the contact for identifying, selecting, and coordinator of program venues.
· Greeter – Serves as greeter at programs/ events to welcome attendees.

Finance – To supervise, under the control of the Board of Directors and the Treasurer, the finances of the Federation and to prepare all budgets. The purpose of the finance committee is to determine the financial planning and budgeting for the club, to monitor the budget throughout the year and to research and report on new sources of income.

The President will serve as the Chairman of the finance committee and the Vice President(s), Secretary/Treasurer and Immediate Past President will serve as committee members.  All decisions will be made by a majority vote.

Duties and responsibilities of the Finance Committee are as follows:
· Review and approve the operating budget on an annual and semi-annual basis.
· Review and approve or disapprove the proposed spending agreements submitted by committee chairs.
· Review and approve or disapprove invoices submitted for payment.
· Secure the services of an independent auditor every three years to review the financial records.

Government Relations – To maintain a vigilance on legislative activity whereby the committee may study and report to the Board of Directors and pending or proposed city, state, or national legislation affecting advertising in any of its forms; to recommend a form of action by the Federation, if deemed necessary; and to be responsive to the national legislative activities of the AAF when such involvement is requested.

Committee could include roles such as the following:
· Local Policies – Works with local officials on the municipal level regarding legislation affecting advertising/ marketing in the area. Serves as contact to those policy makers.
· State Policies – Works with officials in their state’s general assembly regarding legislation affecting advertising/ marketing in the area. Serves as contact to those policy makers.
· National Policies – Works with their state’s officials in the house and representative and senate level regarding legislation affecting advertising/ marketing in the area. Serves as contact to those policy makers.

Public Service – To bring professional advertising and promotion assistance to civic, charitable, and public service projects as approved by the Board of Directors.

Communications – The Communications committee produces communications to their club’s members and prospective members including writing, editing, designing, and promotions across different mediums. The committee also secures desirable publicity and otherwise to promote the prestige and standing of the Federation in the community. 

Committee could include roles such as the following:
· Digital Media – Manages the club’s web and social media presence. Coordinates information and communications through club’s e-blasts, Facebook, Twitter, Instagram, Vine, Snapchat, etc. accounts.
· Public Relations – Spreads the news of the club, either general club news or public relations for specific events and committees. Creates press releases and publicity campaigns as needed. Works directly with reporters and the media to create news about events, programs, speakers and more.
· Graphics – Develops designs for promotions included on social media, web, traditional media, and promotional campaigns.

Education – To plan and execute programs to educate the public and advertising practitioners on the role and benefits of advertising in our society. 

This committee can also help improve communications, share programs and increase educational opportunities between the local AAF and/or Ad 2 club and area students including high schools, colleges and universities. Activities may include helping to maintain student AAF chapters, organizing scholarship efforts, helping to administrate internship programs through local colleges at area agencies, developing and running workshops and conferences and coordinating student sponsorships (by local professionals) so that students can attend monthly membership meetings at no cost.

Advertising Standards – To work toward effective self regulation and higher standards of ethics and good taste in advertising and develop a close working relationship between the Federation and the local Better Business Bureau.

Club Achievement – To promote the national Club Achievement Competition to assist other committee chairs in preparing the material needed for entering, and to supervise the preparation of entries.

Silver Medal Award – To plan, execute, and promote the Silver Medal Award Program which recognizes men and women who have made outstanding contributions to advertising and their community.

American Advertising Awards –  This committee plan, execute, promotes, and produces an annual local American Advertising Awards Competition. Volunteer possibilities begin in the Fall and include concept, sponsorships, writing and graphic design assistance for call for entries, program, developing show concept; finding judges and coordinating their travel; helping with actual entry and judging coordination; decorations and producing the show and event.

Committee includes roles such as the following:

American Advertising Awards Chair
· Recruit subcommittee chairs and volunteers with club president.
· Update overall timeline for the event.
· Develop budget, along with club treasurer for submission to club board of directors.
· Oversee all subcommittee budgets and insure that they come in as planned.
· Ensure that committees adhere to the timeline.
· Update the board at monthly meetings.
· Attend judging weekend and activities.
· Set a calendar of all committee and subcommittee meetings.
· Perform final proofing of all collateral and promotional materials.
· Conduct general supervision and problem solving.

Judging Chair & Subcommittees
· Oversee processes of accepting entries, screening, judge recruitment, judging weekend.
· The American Advertising Awards and Judging chairs will develop the following subcommittees to assist with the process: 
· Drop-Off Subcommittee: 
· This group will be responsible for helping the American Advertising Awards and judging chair receive all of the entries. 

· Screening Subcommittee: 
· This group aids in making sure that all entries meet rules and requirements, are entered in correct categories and are legitimate and/or eligible contenders.

· Judging Weekend Committee:
· This group consists of at least person who can enter scores into the system, one person to oversee the AV portion and two runners. 

· Software/Technical Specialist: 
· Handles issues regarding working with the online software.

Sponsorships/Ad Sales Subcommittee
· Prepare materials used to obtain/attract sponsors.
· Sell ads or sponsorships for gala, printed materials, awards book and other items in accordance with the budget.
· Secure all sponsor logos and provide them to the show production or gala committees. 
· Solicit donations for printing, paper and other items.

Design/Collateral Subcommittee
· Develop theme for event and collateral materials.
· Secure a local agency or designer to design the pieces.
· Design and produce the following pieces:
· Theme logo
· Call for entry poster and envelope
· Call for entry teaser, reminder card and e-mail or website elements
· Program cover and interior sections
· Invitation
· Slide template for show
· Layout for webpage design
· Certificates
· Winner’s book 
· Solicit printer, paper donations for collateral pieces or bid and select a printer. 
· Note: Could fall under sponsorship subcommittee
· Oversee all printing and see that it is delivered on time.
· Proof all artwork along with the American Advertising Awards chair and Event Committee.

Venue Subcommittee
· Identify suitable locations for the gala.
· Negotiate venue deal and secure an agreement (American Advertising Awards committee chair should oversee and sign the contract with approval of the board of directors).
· Handle tickets and seating.
· Coordinate with show production chair to see that show requirements are arranged, set up.
· Work with venue on food and beverage needs.
· Handle decorations.
· Set up any gallery display.

Show Production Subcommittee
· Prepare the event script.
· Produce and direct entire production.
· Obtain the list of categories and winners from the judging chair.
· Coordinate with the venue chair to ensure all audio/video needs are met.
· Arrange for all photography, PowerPoint, and/or audio/video production as needed.
· Identify and secure master(s) of ceremonies and presenters.
· Procure and coordinate entertainment.
· Coordinate audio/video presentation at the gala.
· Hire staff or get volunteers to operate audio/video presentation.

Awards Subcommittee
· Request bids and trophy options from various vendors.
· Secure trophies and certificates and ensure they are delivered in time for the gala.
· Coordinate with judging chair to receive a complete list of winners and winner information.
· Ensure award personalization is accurate.
· Prepare duplicate awards as requested.
· Deliver awards to gala.
· Prepare American Advertising Awards and citation duplicate order forms and place in award boxes/envelopes.
· Order and fulfill duplicate requests.

Public Relations/Promotions Subcommittee
· Distribute press releases to appropriate press for call for entries, judging and for the gala.
· Distribute list of winners to the appropriate press.
· Make callbacks to press to encourage coverage.
· Arrange PR photography at judging and gala.
· Provide information about American Advertising Awards to those at the club’s monthly meetings/seminars.
· Work with club communications chair to ensure proper publicity on website, emails, etc.
· Prepare copies of broadcast winners on DVD if radio or television covers our winners.
· Distribute press releases recognizing local club winners at district and national competitions.

Student American Advertising Award Subcommittee
· Work with club’s education chair to obtain list of colleges. 
· Contact local colleges and design schools to encourage student entries.
· Contact previous NSAC entrants to encourage them to enter the previous year’s work.
· Act as student liaison and point person.
· Encourage colleges/universities to incorporate the American Advertising Awards into their curriculum.


