USA Dance  Chapter Position Descriptions
OFFICERS:
Chapter President

· Preside at all membership or board meetings.

· Serves as Chapter contact for National USA Dance and the public or designates another Board member to handle this responsibility.

· Ex-officio member of all committees except Nominations & Elections.
· Complete, with assistance of outgoing board and/or other Board members, the Annual Report to National USA Dance per guidelines provided.

· See that information provided by National USA Dance via email, phone or mail is disseminated to others on the Board and membership as appropriate or designate another Board member to handle this responsibility.
· Presides at all membership and board meetings of the chapter.  

· Sees that the orders and resolutions of the board are carried out and performs such duties and responsibilities as designed by the Board.

· Represents the chapter at meetings with other groups, including the annual Regional Council Meeting.

· Applies Robert’s Rules of Order Newly Revised to assist the board in working together.
Chapter Vice President

· Act in place of President in his/her absence or incapacity.

· In event of a vacancy in the office of President, VP assumes Presidency.

· Duties as designated by the President or Board of Directors.
Chapter Secretary

· Keeps minutes of all membership and Board meetings.

· Records all votes and all actions taken by the Board, at meetings as well as via email or phone conferences and without meetings.

· Distributes minutes of meetings to Board members within reasonable time following meetings.

· Responsible to notify USA Dance Central Office of any changes in officers.

Chapter Treasurer

· Trustee of all monies – Collects all dues and money due the Chapter.  

· Treasurer maintains accurate and complete financial records including all deposits, expenditures and signs all checks.

· Present to Chapter board a financial summary at each meeting.

· Prepare annual financial report to be submitted to the National Treasurer no later than 3/31 each year in accordance with provided guidelines.

COMMITTEES - Standing
Chapter E-Mail Coordinator:  Receives and responds to email inquiries from the public forwarded from the national www.usadance.org website to the chapter.
Newsletter/Publicity

· Solicit, write and edit articles and ads for chapter newsletter.

· Coordinate printing/mailing of newsletters or flyers.

· Design and print flyers for chapter activities.

· Submit regular dance information and news releases to the media.

· Coordinate contact with chapter members about regular events via email, mail or phone.

· Development of a website

Membership

· Maintains Chapter membership list and compares to monthly list provided to Chapter President by National USA Dance to maintain accuracy.

· Notify National Membership Director of changes via email at membership-dir@UsaDance.org.

· Provide labels, member information as required by other committees.

· Provides supply of membership applications at all chapter events and communicates with non-members in attendance to make them aware of benefits of membership.

· Develop promotions to increase membership, i.e. join and attend next dance at ½ price;  encourage all members to bring a friend, etc.

Social Dance Committee

· Coordinate volunteers to handle

· Set up/clean up

· Decorations

· Refreshments 

· Greeters/front door ticket sales

· Information table – membership applications, suggestion box, questions, flyers about future chapter events and other dance related flyers from studios, clubs etc.

· Dance hosts

_____________________________________________________________________________
Other Possible Committees and sample position descriptions:
(Modify the position descriptions as needed.  Identify positions that will be elected by the membership and that have voting power at board meetings.)
Competition Organizer:  Coordinates and implements plans for annual chapter competition.  Develops a competition plan and budget for approval by the board approximately one year prior to the event.  Ensures timely acquisition of facility, sanctioning, officials (judges, MC and DJ), marketing and promotions, etc.   Recruits an assistant, committee members and volunteers for the event.  Submits Income & Expense Report and event report to the board within 60 days of the event.  Reports status of plan and budget at each board meeting.
Facilities:  Organizes facility set-up and clean-up.  Coordinates facility searches and acquires contracts for submission to the board for all chapter events.  Ensures that a copy of the state tax exemption letter is provided to each facility to waive sales taxes.  Submits an annual facility budget to the board for approval.
Instructor Recruiter:  Presents a plan to the board identifying possible instructors and lessons.  Contacts instructors and mails a follow-up confirmation letter.  Re-confirms instructor’s attendance one month before dance.  Maintains a list of instructors endorsed by the board (meets minimum certification criteria) and contact information.  Offers the opportunity to teach to all local studios and independent instructors annually to ensure no economic advantage or favoritism is given. Submits an annual instructor budget to the board for approval.
Music: Arranges for or plays music for chapter dances.  Either works with a committee and/ or uses surveys to determine the best mix of music.  Consults with facility management concerning set-up of equipment and use of facility services.  Acquires new music with the approval of the board.  Submits an annual budget to the board for approval.
Refreshments:  Plans and purchases refreshment for chapter dances.  Submits a refreshment budget annually to the board for approval.  Ensures that a copy of the state tax exemption letter is provided to each vendor to waive sales taxes.  Recruits volunteers to assist in set-up, serving and clean-up.  Consults with facility management concerning refreshment table setup and possible food storage.  

Special Events:  Coordinates and implements plans for National Ballroom Dance Week, the  annual formal/charity dance,  beginner dance workshops, public dance demonstrations, and outreach dance exhibitions. Develops a budget and event plan for approval by the board at least six months prior to the event.  Ensures timely acquisition of facility, instructors, music, performers, and marketing and promotions.   Recruits  committee members and volunteers for the event.  Submits Income & Expense Report and event report to the board within 60 days of the event.  Reports status of plan and budget at each board meeting.

Youth College Network Liaison:  Develops and maintains a relationship with local college dance clubs and dance department.  Proposes and assists in organizing promotions and activities to involve youth and college students in chapter events.  Garners support from the chapter for youth and college dance club competitions. Brings inquiries to establish youth dance clubs and classes from schools and others to the Board for support.  Contacts Region Vice President or Central Office regarding availability of USA Dance youth program and train-the-trainer programs.  
Marketing & Communications Committee
Note: The advent of email, websites and affordable publication software has provided chapters with many cost effective tools for marketing their chapter.  The marketing and communications aspect of board responsibility can be very time consuming.  The board may decide to divide Newsletter/Publicity Committee into more than one committee position to reduce the workload per volunteer (ideally 2-6 hours per month). To limit the size of the board, another option is to assign all the following positions to report to the Marketing or Publicity Chairperson.  
Marketing: Prepares timely promotion of the monthly dances, workshops and other chapter events to members and nonmembers. Promotions should be through posters or flyers distributed at  dances and in the community, and an ad in the chapter newsletter. When mass email is used as a income source, solicits dance related ads from studios, instructors and other dance organizers for inclusion in the email. Manages the creation and distribution of the chapter calendar and promotions to USA Dance chapters, area dance clubs, studios and other venues. Will arrange for interviews with the media. Submits an annual budget to the board for approval. Ensures that the USA Dance privacy policy is followed. 

Chapter Email Coordinator: Receives chapter emails and replies to general email inquiries. Redirects chapter business or action emails to the board. Distributes emails to chapter membership and nonmembers email list. Arranges for the annual renewal of email  subscription service if used and resolves all technical issues. Provides the Treasurer with a monthly list of advertisers for invoicing. Submits an annual budget to the board for approval. Only distributes chapter email promotions to a permission based email list. Ensures that chapter email address files are backed up and provided to the president or that online access is given to the president and others the board designates.  Ensures that the USA Dance Privacy Policy is followed and that all chapter email lists are secured from loss and updated.   

Newsletter Editor: Prepares the monthly chapter (email or hardcopy) newsletter for timely distribution to members, nonmembers, and studios. Acquires dance relates articles and advertising. Arranges for the printing and mailing of the publication to be completed by the 25th of the month preceding the date of issue. Submits an annual budget to the board for approval. Coordinates the activities of the bulk mail committee and obtains address labels from the membership coordinator. Consults with the printer, mailing service, and post office regarding technical issues and brings all issues and bids for preparation and mailing of the newsletter before the board for approval. Submits an annual budget to the board for approval. Ensures that the USA Dance Privacy Policy is followed. Only distributes the newsletter to the chapter's permission based list(s).   

Publicity: Publicizes the monthly chapter dances, workshops and other chapter events by issuing media releases to print publications, TV and radio that have event calendars and/or public service announcements in the chapters service area. In addition, posts the events to local media and community website online event calendars.   Maintains an up-to-date listing of media contacts and community and dance websites used for publicity. Submits an annual budget to the board for approval.  Ensures that the USA Dance Privacy Policy is followed.  

Webmaster:  Ensures that the chapter website is current each month.  Resolves all technical issues with the ISP and users.  Submits proposals for design changes and technical enhancements to the website to the board for approval.  Ensures that expenses including domain fees and ISP fees are submitted timely to the Treasurer.  Submits an annual budget to the board for approval.
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