ITGULFCOAST ROLES AND RESPONSIBILITIES
Chairman (President)

· Introduces meetings

· Organize board members to set annual goals, programs for the organization and special events.

· Calls, plans and runs BOD meetings

· Coordinate election of new officers

· Acts as a liaison to related organizations such as local chambers and technology councils. 

· Sets up meeting space at beginning of calendar year. 

Vice President  
· Stands in for President if he/she is unavailable to chair a meeting.

· Acts as program chair. 

· Solicits speakers for monthly meetings.  
· Submits program information to webmaster/pr chair (bio, topic title, abstract) so that it can be updated on the website and on the event management website. 
· Confirms meeting facilities and speaker requirements. 
· Coordinate menu/food orders based on number of RSVP’s.

· Attendees are notified automatically by reservation system.

· Ensures that food is delivered or picked up and brought to the meeting.  Vice President will need a Compass debit card to pay for food. 

Treasurer

· Collects money at meetings, makes deposits, summarizes meeting finances. Needs to bring some change to the meetings. 
· Collects mail at Post Office.
· Balances bank accounts, prepares financial statements and maintains financial records.

· Provide annual report to membership at January meeting. 

· Moves paypal deposits to bank account.

· Sends email notification to no-shows immediately after meeting to get paypal payments sent. 
· Maintains records of sponsors each year. Prepares invoices to send to sponsors. Ensures that webmaster updates website with new sponsor information.


Secretary 

· Takes minutes at BOD meetings. 

· Maintains corporate paperwork with state and IRS.

· Uploads documents to website. 

· Assists program chair as necessary.

Webmaster/Publicity
· Updates website with meeting info

· Sends meeting invites to mailing list

· Adds new features to website as needed

· Adds pictures and speaker presentations to the website after a meeting.

· Writes press releases and mails as appropriate. 

Education Coordinator

· Works with PJC and UWF and other foundations to be sure proper documents are on file with their organization. Foundation will advertise and select a student for the scholarship in early or mid-summer. 

· Invites the student and their academic representative to our August meeting

· Obtains student bio information, writes a press release for distribution after presentation, takes pictures at the presentation. 

· PR Coordinator will help with publicity and webmaster will update the website if needed. There is a scholarship page on the website where we include the names and bios of students each year. 

· Finds new sponsors to support the scholarship program. 

Special Projects

· As needed the chairman can appoint people to chair special committees – membership, incorporation, business continuity program, special events (technology summit etc.)
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