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ATD-LA
Director of Webinars
Position Summary

The Director of Webinars oversees the chapter’s learning function as it relates to online programs and events. The Director of Webinars is responsible for topic & presenter selection, ensuring events are promoted through the ATD-LA marketing pipeline, live webinar management, reporting outcomes to the board and chapter, and maintaining a working knowledge of webinar platform. 
Time Commitment

Term:  Two Years (Election held in even-numbered years) 
Estimated Time Requirements per month:

· Attend monthly board meetings – 1.5 hrs/month

· Attend as many monthly chapter meetings as possible: 3 hrs/month
· Co-Director of Webinars responsibilities – 1-3 hrs/month 

Responsibilities
Webinar Platform Proficiency
· Grasps a working knowledge of the webinar platform and the ability to instruct presenters regarding all necessary functions and features available to them during their webinar. 
· Maintains current understanding of technology advancements, and the ability to research and propose new webinar platforms to keep chapter’s technology up-to-date as needed. 
Webinar Planning
· Researches and finds potential webinar presenters.
· Corresponds with prospects to invite them to present.
· Corresponds with future presenters to acquire marketing materials.
· Schedules webinar and rehearsals with both the presenter and the chapter, ensuring there is no conflict with respect to other ATD-LA events, or holidays & observances. 
Webinar Rehearsal

· Rehearses webinar with presenter to allow them to gain a working knowledge of the 
webinar platform. 
· Provides constructive feedback to presenters to tailor the webinar content and delivery to meet the anticipated needs of ATD-LA members. 
· Suggests places during presentation where interactivity could be included, as well as types of interactivity that might work well for the material. 
Marketing Webinars
· Works with the Director of Marketing & Communications to promote the webinar, providing any marketing materials submitted from presenter as well as a marketing brief of key points and takeaways participants can expect from the webinar. 
Reporting

· Tracks data for all webinar programming, including enrollment, attendance, and profit & loss information. 
· Reports outcomes for all webinars at monthly Board of Directors meeting.
Board Participation
· Attends and participates in monthly board meetings and chapter meetings.
· Participates in other chapter events, committee meetings and conferences as available.
· Represents chapter professionally and ethically in all business functions/organizational activities.
· Participates in the development and implementation of short-term and long-term strategic planning for the chapter
Training

· Recruits and manages Learning Team Member volunteers to assist with webinar planning and strategizing new ideas for topics and presenters. 
· Recruits and trains incoming Director of Webinars.

Qualifications 

· Member of ATD National and ATD-LA chapter.
· Experience conducting and participating in webinars.
· 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
Chapter Leader Webcasts
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