Regional Management Team Job Descriptions

The Communications Coordinator receives communications from the International organization and disperses them to the region.  She maintains internal communication channels among the region, chapters, and individual members. She develops and maintains the regional leadership database, and is responsible for regional website and database design, implementation and maintenance. She is responsible for recording and preparing minutes of the Regional Management Team meetings.  In consultation with the RMT, she prepares and submits the year-end State of the Region Report and the Annual Regional Evaluation to international headquarters.
The Directors Coordinator represents the interests of regional directors.  She communicates with directors in order to assess their needs and communicates those needs and the needs of their chapters to the Education Coordinator.  She provides and facilitates a forum for directors at regional events.
The Education Coordinator develops, coordinates, and monitors regional educational programs. She plans curriculum for educational events such as seminars and workshops.  She coordinates regional faculty visits to choruses and maintains a five-year education plan.  She approves chapters and prospective chapters for public performance and implements the chapter revitalization plan for maintaining the integrity of the musical product and administrative process.  She auditions and approves Chapter-at-Large quartets for public performance.  She develops faculty to assist in implementing regional educational programs.  She appoints an Arrangers Coordinator, YWIH Coordinator, and a DCP Coordinator to administer those programs.
The Events Coordinator facilitates the securing of appropriate venues for regional programs and events, including site inspections & negotiation of contracts. She coordinates on-site arrangements for all regional meetings & events, including competitions. She oversees the work of the Chair of the Regional Convention and registrations for all regional events.  She works in coordination with the Marketing and Education Coordinators on marketing events.
The Finance Coordinator ensures all financial resources of the region are accounted for in an effective and efficient manner.  She coordinates the long-range financial plan and prepares & and submits the annual budget. She manages bank and investment accounts and keeps accurate and current records of all financial transactions. She receives all funds paid to the region, issues all payments and coordinates projects to raise non-dues funds.  She negotiates contracts for equipment and services required by the region. She presents a report on the region’s financial condition at RMT meetings. She provides advice and training to chapter treasurers and serves as a resource to chapters with financial questions.
The Marketing Coordinator develops and provides marketing and public relations programs that promote chapter and regional events, and membership growth and retention.  She designs and implements plans to market events and products.  She works in coordination with the Events and Education coordinators on marketing events.  She works in coordination with the Communications Coordinator on website and database design, implementation, and maintenance.  She writes and distributes press releases and produces media kits.  She invites media to regional events and serves as on-site media contact as well as initiating media opportunities including on-air interviews and feature stories.  She designs, negotiates, and buys advertising in the local media and sells advertisements in regional publications.
The Membership Coordinator represents the interests of chapter management and the membership on RMT. She communicates president/team leader and chapter needs and issues to the RMT. She provides and facilitates a forum for presidents/team leaders at regional events. She instills in the members of her region an awareness of their relationship to the organization, to the region, and to other choruses. She develops a plan, in conjunction with the Education Coordinator, to teach chapters in revitalization way to attract new members and retain existing ones. She plans and implements programs in the area of membership growth and retention. She visits and maintains regular contact with chartered chapters to promote membership growth and retention programs. She guides prospective chapters through the Steps Toward Chartering program and assists chapters in revitalization with growth and retention programs. She appoints a Chapter-at-Large Coordinator to ensure CAL members’ awareness of and inclusion in regional events, programs, and publications. She appoints a Chapter Coordinator to maintain regular contact with chapter presidents/team leaders to assess and communicate chapter needs to the Membership Coordinator.
The Team Coordinator facilitates meetings of the RMT by coordinating the agenda for RMT meetings with input from members. She reviews and approves all chapter standing rules and reviews regional standing rules and job descriptions and makes recommendations for revisions.  She maintains the region’s long range plan document and the regional calendar.
