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Directions:  Please return the completed application to no later than June 30. Please send applications by email to Alise Isbell at alise@writewisecommunications.com  or (713) 863-9140 OR Sarah Hurst at s.hurst@ssss.com  (713) 803-0716
Applications will be copied and distributed to members of the ASTD Houston Chapter 2010 Nominating Committee and current ASTD Houston Chapter Board members for their review and input.


IMPORTANT:  All candidates are expected to present themselves (if possible) at the ASTD Houston 2010 Board Mid Year Retreat, Friday, July 11th  for the position of their interest.  Expect a follow-up email announcing the meeting location with directions to the meeting.

Board Positions:

	President-Elect
	· Submits necessary documentation for National awards (CORE and MAP)

· Participates in monthly meetings of the board

· Presides over all ASTD functions in the President’s absence

· Oversees administrative functions for the chapter

· Coordinates Scholarship Program

· Rises to the role of President after serving as President-elect

· Coordinates and communicates with other committee VP’s as necessary.

	VP Finance
	· Reconciles and maintains operating accounts in good order

· Supervises financial reporting

· Approves and pays expenses

· Prepares budget

· Reports regularly at Board Meetings

· Coordinates and communicates with other committee VP’s as necessary.

	VP Communications
	· Publishes the membership newsletter

· Edits articles and advertising submitted and has authority to accept or decline submitted material

· Coordinates and communicates with other committee VP’s as necessary.

	VP Marketing
	· Maintains a public relation profile for the organization within the community

· Coordinates marketing campaigns as necessary for other committees after collaborating about the overall strategy prior to implementation

· Forms alliances with other organizations or groups where there is a mutual benefit

· Communicates chapter initiatives and activities to entities outside of ASTD Houston Chapter

· Coordinates and communicates with other committee VP’s as necessary.

	VP Programs
	· Organizes marquis events

· Obtains speaker commitments and coordinates speakers’ needs with the Chapter administrator

· Attends membership meetings, introduces speakers and coordinates all details for each program

· Updates website with meeting information and coordinates with Communication VP for publication in newsletter and other communications

· Plans marketing campaigns for programs and collaborates with Marketing

· Coordinates and communicates with other committee VP’s as necessary.

	VP Member Services 
	· Recruits and welcomes new members to the organization

· Conducts membership orientations prior to the general membership meetings

· Submits new member information to the VP of communications for publication

· Maintains knowledge of membership eligibility requirements and membership levels of the local chapter as well as National organization

· Implements membership campaign drives

· Coordinates volunteer placement into respective committees

· Conducts follow-up interview of members whose memberships have expired

· Coordinates annual volunteer recognition event with Programs VP

· Coordinates and communicates with other committee VP’s as necessary.

	VP Professional Development
	· Organizes seminars and professional development events including:

· Certificate Programs such as University of Houston’s Partnership, HPI or other ASTD Certifications

· Trainer Basics Programs

· Workshops/Seminars

· CPLP

· Plans marketing campaigns for programs and collaborates with Marketing

· Coordinates information and communicates with VP’s Marketing and Communications

· Operates each professional development event as a revenue generating program for the Chapter

· Coordinates and communicates with other committee VP’s as necessary.

	VP Sponsor Relations
	· Manages Corporate Sponsor Program by communicating new developments to the Board of Directors from Chapter Administrator, who administers the program

· Oversees revenue-generating activities such as Job Net, Advertising, Sponsorships, In-Kind Donations, Consultant Referral Service and Conference Vendors

· Ensures that appropriate agreements are formed for each type of Donations

· Reevaluates sponsorship programs for pricing and process

· With information from the Chapter Administrator, serves as liaison to Finance VP to ensure proper reporting of all sponsorships for 501c3 compliance

· Communicates status of all sponsor agreements and fulfillment obligations

· Provides adequate promotion and networking opportunities for sponsors

	VP Community Growth
	· Coordinates all Special Interest Groups (SIG) and Community Training Networks (CTN) events and maintains relationships with group leaders.

· Maintains a calendar of CTN group events and publishes this information in various communications and on the website

· Communicates directly with SIG and CTN group members

· Maintains a calendar of SIG group events and publishes this information in various communications and on the website

· Coordinates and communicates with other committee VP’s as necessary.

	VP Conference & Expo
	· Directs all activities associated with hosting an annual conference including:

· Venue, theme and tracks

· Scheduling

· Speaker selection, with the help of Programs and PD VP’s

· Sponsorships and Vendors, with the help of Sponsor Relations VP

· Pre, During and Post volunteer needs

· Event Planning

· Administration

· Marketing and communication, with the help of Marketing and Communication VP’s

· Coordinates and communicates with other committee VP’s as necessary.


For information about Board position roles and responsibilities go to http://www.astdhouston.org/en/cms/?277 
Candidate Name and Contact Information:

Biography (limit to 50 words):   

Which board position are you applying for and why?  (Limit to 50 words)

Leadership Reference and Contact Information: Please identify a contact with personal knowledge of your leadership capabilities and experience.  

Directions: Please complete the following information to the best of your ability based on the level of your participation within the Houston Chapter, National, or any other ASTD chapter as indicated.  Candidates new to the ASTD organization may not have information for every question.  

1. ASTD Houston Chapter Membership Information:

a. Length (Years/Months) of Houston Chapter Membership: 

b. Membership Activity (Number of Meetings/Events Attended in Current Year): 

c. Membership Involvement (Volunteer, Committee, Activity/Year):

d. ASTD Houston Chapter Reference and Contact Information: Please identify a contact with personal knowledge of your leadership experience and/or member participation within the ASTD Houston Chapter.

2. ASTD National Membership Information:

a. Length (Years/Months) of National Membership: 

b. Membership Activity (Type/Number of National Events Attended): 

c. Membership Involvement (Volunteer, Committee, Activity/Year): 

d. ASTD National Reference and Contact Information: Please identify a contact with personal knowledge of your leadership experience and/or member participation within ASTD National.

3. What other volunteer activities (not necessarily ASTD) have you contributed assistance (Please describe)

4. What is one “out of the box” thing you could do to enhance ASTD Houston?

5. How do you use technology in your work or social life?  (Ex. I use Twitter to share information.  OR I use Facebook to communicate with family and friends.)

6. What successes have you experienced managing projects?  (Please describe the project and how you contributed to the results.)
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