LDEI Cleveland 

Officer Descriptions and Committee Chair Descriptions

President:  

a. Shall preside over meetings and functions of the Chapter and the Board of Directors.

b. Shall appoint committees and chairpersons  

c. Shall be responsible for setting meeting agendas and for carrying out other operating guidelines as necessary to ensure the smooth functioning of the Chapter business and activities. d. Prepares the annual business calendar for the Chapter, incorporating the National Society’s calendar.

e. Shall represent the Chapter at all public “events,” including any necessary responses to inquiries from the press.

f. Upon conclusion of term, will send information pertaining to newly elected Chapter Officers to:


Attn: Greg Jewell, AEC Management Resources, Inc., 

P.O. Box 4961, Louisville, KY  40205




Or 2132 Maryland Avenue, Louisville, KY  40205

g. Shall coordinate meeting locations for four general meetings and one annual meeting or shall appoint a member to carry out this task.

Vice President- President Elect:

a. Shall serve as Chair of the Program Committee, and will be responsible for overseeing, advising and coordinating work of the event committees. 

b. In the temporary absence of the President, the Vice President shall act in the President’s stead.

c. Shall work in tandem wit the treasurer to prepare an annual budget and tax return 

d. Shall assist the president, as needed.

e. Shall assume the role of president the following term. 


Secretary:

a. Maintains the official local chapter membership list for distribution to members updates this list immediately upon receipt of written notification of changes in address and/or telephone numbers from any members

b. Maintains minutes of business meetings and board actions, publishes minutes within 10 days of meeting via email and maintains an archive of minutes and treasurers reports.

c. Handles general correspondence of the Chapter as directed by the Board.

d. Officiates the counting of any votes by the Membership, whether cast in person, by mail, ballot or by designated proxy.

e. In the temporary absence of the President and the Vice-President, shall act in the President’s stead.

f. Coordinates with administrative assistant to keep member and guest mailing lists (email and physical addresses) up to date.

Treasurer:

a. Prepare financial statements for all membership and board meetings at least 2 weeks prior to meeting date and submit to president/vice president for review

b. Assume all financial housekeeping including balancing checkbooks, issuing checks as directed by the Board of Directors. 

c. Solicit, collect and submit all dues to LDEI National and Local. Follow up with members’ delinquent in their payments. (Dues collected in September)


d. Work with established tax accountant on annual filing, and any other necessary forms, 
licenses, permits, etc.  

e. For the annual meeting:

1. Prepares a preliminary budget for the following membership year to present for a membership vote

2. An income statement for the membership to review 

 i. Responsible for collecting any applicable fees from members and guests at all meetings.

 j. Will work with membership chairperson on confirmation of new members, forwarding new member information and payment to Greg Jewell via e at: ldei@aecmanagement.co

Member at Large

a. A member at large (MAL) represents the general membership on issues of interest or concern, particularly those that arise outside of the standing committee structure. 

b. MALs listen to membership and communicate their issues, needs and interests to the Board of Directors.

c. Identifies potential problems within the membership that are problematic to the groups purpose as well as opportunities for growth and functioning efficiently

Administrative Assistant

a. Sends emails notices of all meetings to membership list and guest list

b. Collects RSVPs for meeting attendance and provides final number to president on RSVP deadline

c. Maintains database of guest lists for invitations to fundraiser or community events.

d. Prepares mailing list for use by committees as needed.

e. Work with Secretary to keep mailing lists, both email and physical, up to date.

f. Processes any orders for LDEI cookbooks and arranges for mailing

g. Alert officers and membership chair of any potential members to be contacted

h. Create nametags for special events. 

Membership Chair


a. Encourage prospective members to attend meetings as a guest 


b. Distribute, collect, and review prospective members applications


c. Ensure applications meet chapter qualifications


d. Forward copy of application to chapter president for review and acceptance vote at next membership meeting.


e. Notify new members of acceptance and follow up with a welcome letter or email


f. Send copy to chapter treasurer for billing and forwarding or information with payment to national.

g. Maintains files of original applications and resumes of current members. 
Publicity Chair

a. Submit chapter news to LDEI quarterly magazine

b. Primary contact with media for promoting any LDEI events.

d. Works in coordination with fundraising committee to aggressively promote fundraising events, via press releases, facebook, website etc.


e. Keep website and facebook up to date with meeting information and other information as requested by the Board.

f.  Manage records of Domain Name and FTP information.

Fundraising Chair

a. Develop and organize the fundraiser - theme, date, location, estimated costs, identify and pursue potential funds, develop committee and volunteers

