Duties of the Hawaii TESOL Board

Duties of the Hawaii TESOL President:

· Presides at all meetings of the Board of Directors. This includes drawing up an agenda for the meeting.  The president should call at least two annual meetings of the Board.  One meeting should be in the summer before the academic year begins to discuss issues for the upcoming year and set the agenda for the Hawaii TESOL events.  The president should also call at least one more meeting during the academic year.    

· With the assistance of the Board, develops a list of annual goals for Hawaii TESOL.

· With the assistance of the Treasurer, draws up a draft of the annual budget and spending guidelines which the Board then discusses and approves each year at the summer business meeting.

· Mails the flyers advertising Hawaii TESOL events (the flyer is produced by the Program Chair) to institutions in Hawaii with a TESOL connection, 2-3 weeks before the event  

· Prepares the agendas for all the Hawaii TESOL events except for the conference and distributes it to the other Board members

· Is present at and presides over all Hawaii TESOL events.  In the case of absence, the vice-president will preside over events.  

· Maintains Hawaii TESOL’s annual records.

· Acts as a direct liaison between the affiliate and TESOL; includes completing and filing the annual affiliate report with TESOL. 

· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Vice President:

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events.

· Acts as liaison officer between local affiliate and national TESOL, along with the President.

· Determines, along with other Board members, the dates of the 5 annual  Hawaii TESOL events (Social, Computer/Media Workshop, Conference, Business Meeting, Language Experience).

· Assists in maintaining the website by writing up brief descriptions of events (both before and after they occur) and forwarding to the web master for posting.

· Assists Program Chair in recruiting participants for events 2 and 5.

· Writes a brief description of each event and invitation to TESOL members to attend and forwards to Secretary, who distributes to members by email and by snail mail 2-3 weeks prior to the event. (Secretary also sends out additional brief email reminder immediately before RSVP deadline)

· Assists Program Chair in organizing the setup at all events except the conference  (tables, chairs, any machines/supplies needed by participants, all food related stuffs) and setup for refreshments at conference

· Assumes the duties of the President when he/she is unable to perform them.

· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Membership Secretary: 
· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events.

· Keeps the minutes of all meetings of the Board of Directors. These are usually emailed to all board members in a timely manner after each meeting for review and final approval.

· Keeps a register showing the names of the directors and officers with their addresses. 

· Keeps a membership roster, including names, emails, phone numbers, institution affiliations, and if current on paying dues. Currently, this is being done using Microsoft Access database. In order to do this, the secretary makes up a member registration or renewal form. Potential or renewing members fill this out and mail it in to the secretary who inputs or verifies the information in the database. The secretary keeps the original paper forms on file. All checks are sent to the Treasurer for deposit.

· Oversees the publishing of a membership directory once a year, usually given out at the annual conference. This has been done by formatting the information of members in the database into a directory. It is printed and stapled at a copy center and distributed to the members at the annual conference. Usually an address label is attached to each booklet identifying which members picked up their books at the conference and which books will have to be mailed out later.

· Gives notice of all meetings of the Board of Directors. Usually done through email as directed by the President, if the President has not already done so.

· Helps in emailing and advertising for events.  The President or Program Chair makes up an announcement and emails it to the Secretary.   Since the Secretary has the latest membership records, the Secretary forwards the announcement to all members and on occasion extends invitations to former members to renew and join in the events.

· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Treasurer:

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events.

· Manages the bank account by:  
·    Making sure that statements and the checkbook balance are in agreement
·    Keeping and organizing monthly statements
·    Ordering checks, as necessary    
·    Making checkbook corrections as necessary (incorrect deposits, bounced checks, etc)
·    Accurately tabulating the membership and conference fees and depositing them
· Ensures that board members and others who spend money for events are reimbursed in a timely manner.
· Collects receipts for all expenditures and organizes them in a systematic form 
· Monitors both the receipts and the bank account to maintain a tax-exempt status.
· Collects membership and conference fees at official meetings and throughout the year.
· Deposits collected income in the bank account on a regular basis
· Assists in the planning and implementation of activities scheduled by the Board
· Engages in conversation and discussion to promote Hawaii TESOL
· Regularly questions expenditures in order to avoid extravagance.
· Prepares the annual financial report for the business meeting.  This report should emphasize starting and ending balances, expenditures by major events, net deposits, and financial suggestions or concerns.
· Turns over the receipts and bank statements annually to a certified CPA for tax purposes.
· Pays the annual International TESOL affiliate dues
· Pays the annual State of Hawaii Business License fee.
· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Editor of the newsletter, The Word:

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events.
· Solicits articles, book reviews, teaching tips, etc. from the TESOL membership.

· Performs the typesetting and editing duties needed to produce the newsletter.  

· Works with the treasurer to arrange for the finances for the printing of the newsletter.  

· Photocopies the newsletter.

· With the assistance of the membership secretary who makes the mailing labels, sends out the newsletters.
· Updates the newsletter section of the website.
· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Program Chair

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events. 

· Secures a location for the 4 events (all but Conference).  Acts as liaison between the site and Hawaii TESOL.

· Recruits participants for events 2 and 5, with the assistance of the Vice President.

· Prepares flyers for 4 events (all but Conference).  Flyers detail information regarding date, time, location, and content of events, along with directions and RSVP information, if necessary.  Forwards flyers to President who copies and distributes to institutions around Hawaii 3-4 weeks prior to the event.

· Receives RSVPs for 4 events and keeps tab of attendees, mostly for food purposes.

· Determines the menu for 5 events.  Orders, picks up (or arranges for pick up of) food, and sets up food at each event.

· With the assistance of the Vice President, organizes all setup at 4 events (tables, chairs, any machines/supplies needed by participants, all food related stuffs) and setup for refreshments at the conference.

· Throughout each event makes sure food/beverages are available, as well as any other necessary supplies; cleans up after all events, along with other Board members and volunteers.

· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Socio-Political ACTION Chair

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events.

· Creates and maintains a directory of ESL employers in Hawaii, both in booklet form and on the Internet.

· Explores socio-political issues relevant to ESL professionals in the state and helps make the Board, and perhaps the membership, more aware of these issues

· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Developmental Chair 

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events. 

· Researches fundraising opportunities for Hawaii TESOL; shares various ideas for fundraising projects with the board in order to identify a target activity appropriate for the organization.  
· Upon approval by the President and other board members, oversees a fundraising project (or projects) with the assistance of the Treasurer and Vice President.  This may include promoting the fundraiser; recruiting volunteers; contacting individuals or businesses outside of the organization; collecting donated goods and/or monies; and reporting results to the board and to the membership.  

· Performs other duties as are incident to the office or are required by the Board of Directors.  

Duties of the Hawaii TESOL Conference Chair

· Attends and participates in all meetings of the Board of Directors and Hawaii TESOL events.

· Oversees all aspects of the conference

· Collects and accounts for registration fees

· Prepares “Call for Participation” with Program Chair

· Collects the following for distribution to appropriate chairs:

· Registration forms

· Session proposals

· Performs the convocation and introduction of the plenary/keynote speaker

· Prepares honoraria for guest speakers with president

· Performs other duties as are incident to the office or are required by the Board of Directors.  

The following are Conference Planning Committee responsibilities overseen by the Conference Chair

Program 

· Works with the Chair on the format of the proposal section of the “Call for Participation”

· Evaluates proposals

· Writes letters of acceptance and rejection

· Schedules sessions and session room assignments

· Provides bio data on presenters to Session Chair

· Prepares Certificates of Appreciation and gives to Session Chairs for presentation to presenters.

Publishers’ Exhibits

· Invites representatives of publishing companies to display their products and services

· Provides the Chair with the names, addresses, and contact numbers of participating representatives

· Coordinates with publisher representatives and facilities chair the set up and display of materials

Registration

· Receives registration forms from Conference Chair

· Compiles a list of registered participants and payment record

· Prepares the conference packets

· Prepares name tags for pre-registered participants

· Oversees/coordinates registration on conference day

Program Design

· Receives program schedule from Program Chair

· Designs program booklet layout

· Arranges for printing of program

· Delivers programs to Registration Chair for inclusion in conference packet

Sessions Chair

· Purchases and picks up leis for presenters and guest speakers

· Solicits volunteers to introduce each session

· Provides bio-data on presenters (supplied by Program Chair) to each session chair

· Provides each session chair with a description of duties

· Hands out leis and certificates for presenters and guest speakers to session chairs

Facilities/Equipment

· Arranges the set-up of rooms for the plenary, publishers’ exhibits, registration, sessions, and lunch

· Arranges for AV equipment as requested by Program Committee

· Provides technical assistance with equipment and furniture

Hospitality

· Arranges refreshment service for morning and lunch

Publicity

· Arranges for printing and mailing of forms/announcements 

· Publicizes the conference via appropriate media

Plenary Speaker

· Contacts plenary speaker

· Writes and applies for grants as needed

· Arranges travel accommodations

· Copies handouts, etc.

