Communications Coordinator

The Communications Coordinator is appointed by the Regional Management Team.

She shall:

1. receive communications from the International organization and disperse to the RMT and the Region;

2. maintain internal communication channels among the Region, chapters, and individual members;

3. maintain the Regional Website, in coordination with the Marketing Coordinator,  to provide a communication tool for members of  Region 26;

4. maintain a complete record of Regional meetings and activities;

5. seek approval of the minutes from the RMT within 30 days following the business meeting;    

6. distribute copies of minutes to members of the RMT; 

A summary of the minutes will be sent to:

a)  Chapter Presidents/Team Coordinators

b)  Meetings and Corporate Services, International Headquarters

c)  International appointees

c)  Off-Board appointees

d)  Regional Website Manager

e)  Regional editor for publication in the RMT Update

f)   Prospective Chapters

7. compile the Regional Directory each year, collecting from each chapter the necessary information following the Chapter elections, regularly distributing any corrections or changes.  She will have the directories printed and one complimentary copy to the following:

a) RMT members

b) International appointees

c) Off-Board chairs

d) Regional Education Faculty

e) Membership Development Team

f) All Chapter Presidents/Team Coordinators

g) All Chapter Directors

h) All Prospective Chapters

i) All members of the current Convention Steering Committee

j) All workshop chairs

Any member of the Region may purchase a copy of the Regional Directory at a cost equal to the current regional fee.

8. develop and maintain a Regional leadership database based on the interest sheets completed by Regional members;

9. prepare correspondence for the RMT;

10. be responsible for Regional website design, implementation and maintenance, in coordination with the Marketing Coordinator;

11. arrange for printing/duplicating services, where required, to ensure efficient, cost-effective service;

12. in consultation with the RMT,  prepare and submit the year-end Team Report to the Meetings and Corporate Services Department at International Headquarters by established deadline;

13. consult with the RMT to prepare and submit the State of the Region report and a summary of the Annual Regional Evaluation survey process to the Corporate Secretary at International Headquarters by the established deadline;

14. on completion of term of service, review all job descriptions within her purview; forward recommended changes or advise that no changes are required, to the Regional Bylaws and Rules Chair;

15. identify and encourage potential Regional Leaders;

16. prepare a message for the Regional Convention Program and prepare greetings for all competitors from the RMT;

17. Be responsible for new team member orientation, as follows:

A.        New Team Member Orientation

The Communications Coordinator will be responsible for new Team Member Orientation.  She shall:

a) arrange for the printing and purchase of name tags for newly-elected and newly-appointed Regional Management Team members;

b) prior to the convening of the Winter Management Team Meeting, arrange to meet, or appoint an alternate to do so, new Team Members on arrival at their first meeting;

c) present the new Team Member with a resource package containing an expense form, Regional Standing Rules, Job Descriptions, Welcome Mat, Supplement to the Guidelines for Regional Conventions, minutes of the previous meeting and other appropriate material; and

d) explain the use of the various forms and documents and discuss the format of the RMT Meetings.


