
MN AHEAD Board of Directors
The roles and responsibilities of Board members are outlined below.   These are written with the intent that the person in that role is responsible for ensuring the task(s) are completed.  Board members may  obtain assistance from others in the fulfillment of these tasks.
Chair (2 year term)
· Coordinates MNAHEAD affiliation with National AHEAD.

· Communicates MN AHEAD and National AHEAD information to membership.

· Organizes and facilitates Board meetings.
· Works with Board to develop and achieve annual goals.  

· Manages Board Member selection process.

· Actively fills vacant board positions.

· Coordinates annual membership survey.
Treasurer (2 year term)
· Maintains the MNAHEAD financial records: making and logging appropriate deposits/debits, purchasing supplies for MNAHEAD needs, etc.

· Maintains the MNAhead membership records: mailing out membership renewals, e-mailing members receipts of membership dues, maintaining excel spreadsheet and serving as contact person for membership questions.

· Coordinates scholarship process.
Secretary (1 year term)
· Creates MNAHEAD newsletter by collecting information from other members and outside organizations.  Manages dissemination of the newsletter.  
· Records minutes of Board meetings.

· Maintains historical records of newsletters, monthly meetings, board minutes, and conference materials.
Membership Recruiter (1 year term)

· Actively recruits new members.
· Researches interests of non-members to identify ways in which MN AHEAD can meet needs.
· Develops and implements marketing initiatives in collaboration with Media Coordinator.

Media Coordinator (1 year term)
· Maintains MNAHEAD website through AHEAD including creating and updating web information as needed.

· Disseminates information and opportunities to the members through the listserv.
· Develops and implements marketing initiatives in collaboration with Membership Recruiter.

Meeting Facilitator (1 year term)
· Oversee the coordination of  presenters for monthly meeting. 
· Coordinates logistics: room reservation, parking passes.

· Creates and distributes monthly meeting fliers.
· Arranges reasonable accommodations, upon request.
Conference Coordinator (1 year term)

· Recruits conference committee members. Delegates tasks, as needed.

· Selects site, date and time of the conference (typically once a year in April).
· Creates conference agenda and additional resources.

· Arranges speakers and addresses their individual needs. 
· Makes physical arrangements including food, location, etc.
· Arranges reasonable accommodations, upon request.

Terms

To maintain some degree of consistency for the organization, the Chair and Treasurer will be elected to a two-year term.  All other positions are one-year terms.  
Board members may submit nomination for re-election at the end of their term, if they wish to continue their involvement on the Board of Directors.
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