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ATD-LA 
Director of Chapter Meetings
Position Summary

The Director of Chapter Meetings provides engaging, topical meetings that add value to the full range of our membership’s experience levels and areas of expertise. 

Time Commitment

Term: Two years (Election held in odd numbered years)
Estimated Time Requirements per Month:

· Attend monthly board meetings – 1.5 hrs/month

· Attend all chapter meetings: 3 hrs/month
· Execute Director of Chapter Meetings responsibilities – 1-3 hrs/month 

Responsibilities 
Planning Chapter Meetings
· Sources thought leaders who are solid facilitators to present at ATD-LA chapter meetings.
· Previews and conducts reference checks for speakers/facilitators.
· Coaches speakers on ATD-LA purpose and meeting structure prior to meeting.
· Serves as the liaison between speaker, chapter and venue.
· Plans and defines the tone and topics of ATD-LA chapter meetings.
Event Marketing
· Corresponds with booked presenters to acquire marketing materials. 
· Works with the Director of Marketing & Communications to promote the event, providing any marketing materials submitted from presenter as well as a marketing brief of key points to tell prospective attendees. 
· Encourage presenters to post about the event on social media and the ATD-LA 
LinkedIn Group.
Venue Management
· Sources and negotiates no-cost and low-cost meeting venues. 
· Determines presenter’s A/V needs.
· Coordinates meeting room arrangements with venue. 
· Coordinates dinner/food requirements with ATD-LA’s office administrator. 
Meeting Management
· Serves as greeter for presenter and attendees when they arrive.
· Introduces presenter.
· Closes meeting by thanking presenter and announcing upcoming ATD-LA events. 
Financial Management
· Strives to generate revenue or at least break even at each chapter meeting. 
Reporting

· Reviews monthly Profit & Loss statement and ensures line items and finances for chapter meetings are accurate.  
Board Participation
· Attends and participates in monthly board meetings. 
· Reports on chapter meeting metrics to board at monthly meetings.
Training

· Recruits and trains incoming Director of Chapter Meetings.

· Recruits and trains volunteers to support membership function.

Qualifications 

· Member of ATD National and ATD-LA chapter.
· Solid marketing and public relations skills.
· Skilled in written and verbal communication, personal interaction and problem-solving.
· Ability to plan, organize and execute activities as required by the position.
· Ability to complete projects within established timeframes.
· Ability to delegate tasks and monitor follow-through.
· Time available to fully participate in chapter programs and board meetings. 
· Has a willingness to advocate for the chapter.
· Ability to seek others out as volunteers.
ATD Resources                                        

Chapter Relations Manager (CRM)
National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)
Sharing Our Success (SOS)

Chapter Leader Community (CLC)
Leadership Connection Newsletter (LCN)
Toolkits
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