SCFLTA Board Job Descriptions

Executive Director 
· Furnish the Constitution and By-laws to board members. 

· Maintain financial records and make payments associated with organization’s expenses (conferences, publications, mailings, reimbursements, membership)

· Provide a written annual report of expenses and a proposed budget

· Maintain an accurate membership database

· Liaison with other organizations

· Maintain conference database

· Present current financial report to the board at each meeting

· Official Signatory of the Association (The Second Signatory is appointed by the Board.)

· Contact vendors

· Menu for luncheons and other events

· Conference bags

· Negotiate and sign contracts for conferences

· Communicate with conference facility

· Arrange for AV needs 

· Principal record keeper for the organization 
President

· Preside at all meetings

· Represent SCFLTA at SCOLT, ACTFL, and JNCL and make a report about SCFLTA’s activities. Submit the written report for publication. 

· Work with Executive Director to establish agenda for all meetings, including annual conference general session/business meeting. Call for agenda items two weeks before the next scheduled Board meeting. 

· Write president’s column for The Crescent Newsletter
· Correspondence on behalf of the Association as necessary

· Work with board to secure keynote/workshop speaker

· Appoint committee members as needed.

President-elect – Program 

· Write president-elect’s column for The Crescent Newsletter
· April and July: Contact NC and GA state FL associations & TESOL to ask that they include a call for SCFLTA proposals in their newsletters. Offer to reciprocate.

· Receive session proposals and enter information in database

· Schedule and preside at meetings of the Program Committee

· Program creation and proofing: cover, conference at a glance, session information (with Program Committee) – draft and send to Program Committee for editing

· Communication with presenters prior to conference: acceptance letters (usually in November) and session assignment letters (January)

· Follow-up with presenters who have not registered by the deadline.

· Review and select conference sessions with Program Committee

· Preliminary session assignment draft (Arrange sessions in available space and set a schedule.) (prior to the January Board meeting - with Program Committee)

· Provide a conference schedule outline and other conference information as needed for publication.

· Edit sessions and workshop descriptions for the program (with Program Committee)

· Board member duties at conference – delegate duties and inform the board (following the January Board meeting)
Past-President – Conference Evaluations Chair

· Orientation for new board members at April meeting – meet one hour prior and go through duties document and answer questions

· Submit items for publication in The Crescent Newsletter
· Take minutes and present to the board

· Update and conduct survey for evaluation of sessions and workshops and arrange for the distribution and collection of survey forms.

· Communication with presenters following conference (thank you letters and evaluations).

· Make recommendations based on conference evaluation forms.

· Write column for spring Crescent with comments/responses to conference evaluations (late March/early April deadline)

· Letters of recognition to the schools of new officers and board members

· Write letters to principals/supervisors for professional leave for board members
Editor of The Crescent Newsletter/Webmaster
· Publish newsletter online
· Solicit articles for publication in the Association’s newsletter.

· Share timeline and information for submissions with the board.

· Maintain and up-date SCFLTA’s web page

SCFL Consultant 

· Submit items for publication in The Crescent Newsletter
· Advise the Board on professional needs and advocacy

· Serve as Awards Chair
· Publicize awards and request nominations

· Receive and process awards nominations (October/November)

· Schedule Awards Committee meetings to review nominations and select recipients (following the November board meeting - ?)

· Present awards recipients at January board meeting for approval

· Submit names for SCOLT and ACTFL awards (visit the SCOLT and ACTFL web sites for awards information and deadlines)

· Invite honorees to awards ceremony at SCFLTA conference

· Order awards plaques and certificates and arrange for checks to be written by Executive Director (following the January Board meeting)

· Present awards at the conference

· Send news release following awards presentations (two weeks after the annual conference)

· Assist Keynote Speakers: arrange transportation to conference site from hotel/airport

· Promote membership

President of AATSP 

· Submit letter of introduction for Fall Crescent 

· Submit other items for publication in the Crescent Newsletter
· Attend SCFLTA Board meetings
· Coordinate and plan Fall Workshop with other affiliates

· Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals – August 

· Promote SCFLTA membership to AATSP members

· Sponsor sessions at the annual conference 

· Arrange for AATSP meeting at SCFLTA conference
· Serve on committees as designted by the SCFLTA President
AATSP Representative to the Board 

· Submit items for publication in The Crescent Newsletter
· Attend board meetings if President is unable to attend

· Assist at conference

· Solicit presentations for conference

· Solicit membership for SCFLTA

· Attend and assist at the AATSP meeting at SCFLTA  conference

· Solicit or provide articles for The Crescent
· Serve on committees as designted by the SCFLTA President
President of AATF 

· Submit letter of introduction for Fall Crescent 

· Submit other items for publication in the Crescent Newsletter
· Attend SCFLTA Board meetings
· Coordinate and plan Fall Workshop with other affiliates: AATF, SCCOL, SCTELL.NET 
· Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals 
· Promote SCFLTA membership to AATSP members

· Sponsor sessions at the annual conference 

· Arrange for AATF meeting at SCFLTA conference
· Serve on committees as designted by the SCFLTA President
AATF Representative 
· Submit items for publication in The Crescent Newsletter
· Attend board meetings if President is unable to attend

· Assist at conference

· Solicit presentations for conference

· Solicit membership for SCFLTA

· Attend and assist at the AATF meeting at SCFLTA  conference

· Solicit or provide articles for The Crescent
· Serve on committees as designted by the SCFLTA President
AATG President 

· Submit letter of introduction for Fall Crescent 

· Submit other items for publication in the Crescent Newsletter
· Attend SCFLTA Board meetings
· Coordinate and plan Fall Workshop with other affiliates

· Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals – August 

· Promote SCFLTA membership to AATSP members

· Sponsor sessions at the annual conference 

· Arrange for AATG meeting at SCFLTA conference
· Serve on committees as designted by the SCFLTA President
AATG Representative 
· Submit items for publication in The Crescent Newsletter
· Attend board meetings if President is unable to attend

· Assist at conference

· Solicit presentations for conference

· Solicit membership for SCFLTA

· Attend and assist at the AATG meeting at SCFLTA  conference

· Solicit or provide articles for The Crescent
· Serve on committees as designted by the SCFLTA President
President of SC Classical Association
· Submit letter of introduction for Fall Crescent 

· Submit other items for publication in the Crescent Newsletter
· Attend SCFLTA Board meetings

· Coordinate and plan Fall Workshop with other affiliates

·  Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals – 

· Promote SCFLTA membership to AATSP members

· Sponsor sessions at the annual conference 

· Arrange for SCCA meeting at SCFLTA conference
· Serve on committees as designted by the SCFLTA President
SCCA Representative to the Board
· Submit items for publication in The Crescent Newsletter
· Attend board meetings if President is unable to attend

· Assist at conference

· Solicit presentations for conference

· Solicit membership for SCFLTA

· Attend and assist at the AATSP meeting at SCFLTA  conference

· Solicit or provide articles for The Crescent

· Serve on committees as designted by the SCFLTA President
SCCOL Representative 

· Submit items for publication in The Crescent Newsletter
· Act as Post –Secondary Liaison
· Attend SCFLTA Board meetings
· Coordinate and plan Fall Workshop with other affiliates

·  Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals – 

· Promote SCFLTA membership to AATSP members

· Sponsor sessions at the annual conference 

· Provide advocacy articles and information for publication The Crescent Newsletter.

· Serve on committees as designted by the SCFLTA President
NNELL Representative 
· Attend SCFLTA Board meetings
· Coordinate and plan Fall Workshop with other affiliates

·  Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals 

· Promote SCFLTA membership to NNELL members

· Sponsor sessions at the annual conference 

· Arrange for NNELL meeting at SCFLTA conference
· Serve on committees as designted by the SCFLTA President
