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Officer Duties 
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President (in chapter bylaws)
Shall preside at all meetings of the Chapter and of the Board of Directors. The president shall appoint all committees with the approval of the Board of Directors and shall be ex-officio member of all committees excepting the nominating committee. The president shall perform all other duties incident to the office.
President-elect (in chapter bylaws)
In the absence or disability of the president, (exercise) shall exercise the powers and perform the duties of the president. The president-elect also shall assist the president and perform such other duties (incident to the office) as shall be prescribed by the Board of Directors.

· Collect and tally monthly meeting surveys and then distribute to the Board (added 2008)
· Attend PRSA Leadership Rally in New York in June
Secretary (in chapter bylaws)

Shall keep records of all meetings of the Chapter and of the Board of Directors, send copies of such minutes to PRSA headquarters, issue notices of all meetings, maintain or cause to be maintained the roll of membership, and perform all other duties customarily pertaining to the office. 

Treasurer (in chapter bylaws)

Shall receive and deposit all chapter funds in the name of the chapter, in a bank or trust company selected and approved by the board of directors. The treasurer shall issue receipts and make authorized disbursements by check after proper approval by the president or board of directors. The treasurer shall prepare the chapter’s budget, make regular financial reports (to the chapter membership,) to the board of directors, render an annual financial statement to the chapter membership, and perform all other duties incident to the office. 
· Purchase speakers gifts (2008)

· Send invoices to non-paying guests or sponsors (2009)

Chairs:
Accreditation
· Get Familiar with the APR process (if you aren’t already). Study everything on the site at www.praccreditation.org. Read the Accreditation Chair’s Tool kit. Contact Kathy Mulvihill at PRSA with any questions. 

· Promote Accreditation 

· Conduct, or encourage others to conduct, preparation courses to assist candidates in their study. Courses are usually in the form of several sessions, conducted at a convenient business location or at the home of the instructor. 

· Serve as an information resource. Make yourself totally available to chapter officers, chapter members, and especially to applicants for Accreditation. 

· Conduct, or arrange for other APRs to conduct, the Readiness Review that each candidate must pass. 

· Supply information, as needed, to APRs concerning the Maintenance of Accreditation requirements. 

· Ensure that newly Accredited members are properly recognized.

Chapter Ethics

· To understand and become knowledgeable with Ethics, as PRSA defines it, and the role of the Ethics office, as PRSA national defines it.

· To schedule and support a well attended and thought-provoking September PRSA meeting on the topic of ethics.

· Serve as an ethics resource for chapter members.

Chapter Communications

· Work with Programs chairs to get the info for the upcoming meeting notice. 
· Collect compelling information about the Alabama chapter and national as well as other tips for a weekly/bi-weekly e-newsletter that is sent to the distribution list. 
· Collect RSVP’s for the monthly meetings and inform Programs chair so they can order food

· Send the list of attendees to the membership chair so they can get name badges ready for the meeting

· Ask for table registration volunteers for the monthly meeting and send them reminders

· Bring two copies of the RSVP list to the meeting

· Send out press releases to the media for the upcoming meeting as well as the new officers and photo of President and President-elect and any other communication needs
· Handle the media if they attend the meetings that is approved by the speaker

· Be the liaison between the Chapter and our website manager. Make sure they keep the website up to date and useful.

· Inform the president and membership chair if there is a new member or potential new member through the website sign-up 
Membership

· Membership Chair is responsible for maintaining current members and prospect data in a centralized database as well as periodically checking nationals reports (in MemberNet) on new members.

· When a new prospect is identified, Membership Chair enters data and informs the chapter communications chair so that person can be added to the distribution list.

· Chair contacts prospect, gauges interest and offers information about the value and benefits of membership; invites prospect to a meeting and encourages him or her to join. Promote PRSA national incentives (including group membership) Sample materials that may be included in the contact package may include: Overview of PRSA, Benefits of Membership, List of Upcoming Programs.

· Chair notes all contact on database and updates referring member and president of correspondence and development with prospect. 

· Working with Chapter Communications, Membership Chair will identify prospects who have RSVPd to chapter meetings. A list of prospects to attend will be sent to board members.

· Board members personally welcome prospects at chapter meetings.

· Membership Chair follows up with prospects that attend meetings no more than 72 hours later (phone call, email and/or personal note). 

· Membership Chair will follow up with prospects who do not attend meeting three months after initial contact (phone call, email and/or personal note)

· New members should be welcomed into the group by the following:

1. Handwritten note from President and/or Membership Chair and welcome to PRSA packet (how go get the most out of your membership and how to get involved) 

2. Introduction at meeting 

· Membership Chair is responsible for communicating with PRSA national, and relaying new prospects and any other membership issues that arise.

· Produce badges for new members and monthly speakers as well as keeping up with the chapter badges for the meetings 
· Each month, the Membership Chair should engage in an active media search to know who has recently been promoted or hired to a PR position within the state. Afterwards, the Membership Chair will make personal contact with these individuals and provide information about the PRSA membership and value.

· Each semester, the Membership Chair, Mentor Chair, and PRSSA Professional and Faculty Advisors should work together to identify senior university students who are active in their respective PRSSA chapter and extend a personal invitation to attend a PRSA meeting and/or event. Additionally, these students should be provided with information about PRSA Associate Membership and the value of becoming a PRSA member.
· Work with professional development and president as ways to hold interactive membership drives.

Membership Retention

· Monitor meeting attendance and make personal contact with any PRSA member who has missed three consecutive programs without an RSVP. 

· Conduct follow-up with all new members to build relationship between PRSA and the individual and to answer any questions. 

· Membership chair identify and contact all members before membership expires (Membership Chair review monthly reports from national)

· Monitor monthly program evaluations and address any areas of concern with Programs Chair and President

· Develop mechanisms to evaluate attitudes toward PRSA (member survey) – being developed

Mentor Program

· Work with college PRSSA chapters to promote the mentorship and scholarship programs.  This includes traveling to each school or college and speaking to public relations classes or their PRSSA chapters.

· Work with PRSSA Liaisons to help promote the mentorship and scholarship programs at their assigned schools

· Match PRSA chapter mentors and students and provide support in the mentoring process.

· Help review student mentorship applications for the scholarship to be rewarded ($1,000) for the spring semester each year.
Professional Development

· Plan a half-day professional development seminar for PRSA members and guests during the joint meeting with PRCA in the summer. 

· Secure a speaker(s) and/panel that would draw a big crown 

· Coordinate venue, marketing (with chapter communications), catering, gift for speaker etc. 

· Ensure event meets PRSA APR maintenance requirements (4 hours). 

· Plan and promote with membership a free teleseminar during the fourth quarter for PRSA members and guests. Coordinate venue, marketing, food, etc. Ensure it meets at least one hour of APR credit.
Programs

· Set up compelling speakers for the monthly meetings on a range of topics affecting the pr industry or lessons learned that can be implemented for our members in their own jobs. Think of a speaker that can talk to a senior level audience.
· Send a list of the monthly meeting topics, speakers and location as soon as possible to the Chapter communications chair to post on the website

· Request bio and photos of all speakers to help promote on the website and the e-newsletters and send to the chapter communications chair
· Write captivating teases about the upcoming program to promote on the website and e-newsletter and send to the chapter communications chair
· Send reminder notices to the speaker

· Produce flyer of the upcoming meeting on one half and survey on the other. Survey’s go to the president-elect to tally.

· Order food for the monthly meetings (excluding professional development meeting and joint meeting hosted by another organization) keeping the cost under $14 per person.

· Ensure the food and ice is plentiful during the meeting

· Coordinate with counter-part for the joint meetings getting the teases for their meeting to promote to our members and vice-versa 

Directors-at-large(in chapter bylaws)
In the first election conducted by the provisions of this section, one director shall serve three years; one director shall serve two years and one director shall serve one year. Thereafter, one director shall be elected each year by the chapter membership at its Annual Meeting to serve a term of three years beginning January 1st and until a successor is elected and installed.

1st Year Director (Immediate Past President)

· Beginning in 2008, the immediate past president was charged with creating a sponsorship program for the chapter and securing sponsorships for meetings during the year. (Ideally, this would mean finding sponsors for at least 11 meetings throughout the year; one meeting is hosted by PRCA.)
2nd Year Director (Past President)

· (for discussion) be charged with using PRSA members to implement short seminars for the Nonprofit Resource Center of Alabama
3rd Year Director (Past President)
Assembly Delegate (in Chapter Bylaws)
· Serve as the Chapter’s representative at meetings of the PRSA Assembly and shall be elected by the Chapter membership for a three-year term in accordance with the Bylaws of the Society. In the event of the inability of the elected delegate to serve, the board may elect an alternate delegate, who must meet the requirements of Article III of the National Bylaws 
Liaisons to Student PRSSA Chapters (Alabama State University, University of Alabama, University of Alabama at Birmingham, Samford University)
· Advise students on opportunities available through PRSA chapter (student summit, luncheons, mentor program, additional meeting opportunities, etc.)

· Help student PRSSA officers in developing strategic plan for their chapter for the year.

· Remain available to the PRSSA chapter for speaking engagements, or for securing additional speakers from the professional community
