NAAAP Chicago Board Position Descriptions


General Commitments/Expectations:

· A NAAAP member in good standing 

· Expected to attend and volunteer to as many NAAAP-organized events as possible.

· Expected to attend all Board of Directors meetings.

· Willing to sign non-disclosure agreement, code of conduct agreement and conflict of interest agreement

OFFICERS
	President

	· Role: To execute the organization’s overall mission and vision

	· Responsibilities: Lead the organization in all capacities.  Serve as chairperson at all board meetings. Represent NAAAP Chicago at NAAAP National Board Meetings.  

	· Outcomes: Growth of organization: 1) membership 2) leadership pipeline 3) membership value/programs aligning with the vision, mission, and values of NAAAP Chicago and 3) visibility (branding and marketing) 4) revenue.  Attendance at the annual NAAAP National Retreat and NAAAP National Convention.

	

	Vice-President of Strategic Development

	· Role: To develop and execute the strategic development of the organization

	· Responsibilities: Creation of quarterly workplan and budget for respective department. Serve as primary point of contact between the board and the Senior Advisory Council.  Lead the coordination of the annual board retreat.  Assist the President in executing strategic programs for the organization.  Ensure the success of the strategy directors.

	· Outcomes: Regularly scheduled SAC meetings.  Successful execution of annual board retreat.  Successful execution of roles and responsibilities by all strategy directors.

	

	Vice-President of Operations

	· Role: To ensure the operational effectiveness of the organization

	· Responsibilities: Creation of quarterly workplan and budget for respective department. Organize the mid-year and final review.  Ensure accountability of board metrics by board members.  Assist the President in executing operational programs for the organization.  Ensure the success of operational directors.

	· Outcomes: Successful implementation of mid-year and final review.   Enforcement of board metrics when necessary.  Successful execution of roles and responsibilities by all operational directors.

	

	Treasurer

	· Role: To ensure the fiscal integrity and financial good standing of the organization

	· Responsibilities: Balance the general ledger.  Process and issue all payments and reimbursements.  File all taxes and other necessary financial paperwork.  Serves as Board Liaison to Finance Committee.

	· Outcomes: Balanced ledger with accurate, up-to-date actuals.  Timely payments and reimbursements.  Compliance with state and federal reporting requirements.  Quarterly financial statements.  Integrated division budgets.

	

	Secretary

	· Role: To coordinate and execute official administrative duties and communications

	· Responsibilities: Record minutes at all board meetings.  Create and distribute board meeting agendas.  Distribute all official notices and communications to the board.  Assist in internal chapter communications.

	· Outcomes: Timely distribution of all board meeting documentation.  

	


DIRECTORS 
	Community Service 

	· Role: To promote leadership through community service and development activities.

	· Responsibilities: Organize events focusing on community service and development.  Establish and maintain relations with Asian/Asian American service-based community organizations.  

	· Outcomes:  A minimum of one marquee community service event (e.g. Toy Drive, Asian American Heritage Month).  Recurring community service events both individually sponsored and co-sponsored with other organizations. NAAAP Chicago Scholarship awarded as part of Asian American Heritage Month.

	

	Cultural Awareness

	· Role: To raise and promote awareness regarding Asian and Asian American history, culture, identity and values.

	· Responsibilities: Organize events focusing on cultural awareness. Establish and maintain relations with Asian/Asian American arts-based community organizations.

	· Outcomes: A minimum of one marquee culturally-themed event (e.g. Dragon Boat Race) Recurring cultural awareness events, both individually sponsored and co-sponsored with other organizations.  

	

	Leadership Development

	· Role: To support the organization’s vision to create Asian American leaders.

	· Responsibilities: Create programs focusing on leadership and professional development.  Organize events that provide access to prominent Asian American leaders.  

	· Outcomes: A minimum of one marquee leadership-themed event (e.g. Leadership Symposium, speaking engagement with prominent Asian American leader, etc).  Recurring leadership events both individually sponsored and co-sponsored with other organizations.  

	

	Special Events

	· Role: To coordinate the successful execution of the organization’s large-scale, marquee events

	· Responsibilities: Actively participate in organizing the following annual events: Membership Dinner, Red Orchid Gala Fundraiser, Membership Picnic, Asian American Leadership Forum, Trivia Bowl, and Toy Drive

	· Outcomes: Successful implementation of the Membership Dinner, Red Orchid Gala Fundraiser, Membership Picnic, Asian American Leadership Forum, Trivia Bowl, and Toy Drive

	

	Fundraising/Development

	· Role: To serve as a resource for chapter development and fundraising through strategic partnerships with companies, affinity groups, government entities and foundations.

	· Responsibilities: Identify and cultivate sponsorship opportunities.  Work to generate sponsorship opportunities with companies backing Asian American affinity groups.  Maintain and update corporate partner’s database.  Utilize and update NAAAP Chicago Sponsorship Packet as needed.  Serve as liaison between organization and corporate Asian American affinity groups.  Create programs and organize events that help Asian American affinity groups connect with one another.  Serve as a resource for those trying to start an Asian American affinity group.  

	· Outcomes: Sponsorship of a minimum of two events connecting all Chicagoland Asian American affinity groups.  Securing a minimum of one new corporate membership agreement.  A minimum increase of 50% in corporate sponsorships from previous year.

	

	Membership

	· Role: To ensure the successful retention of the organization’s members

	· Responsibilities: Perform administrative duties pertaining to membership (e.g. membership activation, renewal notices, etc.).  Develop strategies that promote and reinforce the organization’s membership value.  Work with Strategy Directors to plan events that help the organization/s members connect with one another.

	· Outcomes: Timely communication to members regarding membership activations, renewals, etc.  General membership retention rate of at least 50%.  Corporate membership retention rate of at least 75% (when applicable).  A minimum of one New Member Orientation.

	

	Outreach

	· Role: To ensure the acquisition of new members to the organization by building relationships with educational institutions and corporate affinity groups.

	· Responsibilities:  Seek out opportunities to recruit new members.  Promote the organization’s brand and membership value by attending as many events as possible.  Attend events organized by other organizations where there is a concentration of potential members.  Promote the organization’s value by networking with Asian/Asian American undergraduate and graduate student organizations.  Develop and maintain a mentoring program that connects students with existing members and leaders in the organization.  

	· Outcomes: A minimum of 75% increase in new member signups from previous year.  Attendance on behalf of NAAAP Chicago at a minimum of one event a month sponsored by another organization for purposes of attracting new members.  A minimum of 75% increase (relative to previous year) in new member signups from undergraduate and graduate students.  

	

	Marketing

	· Role: To serve as a resource in promoting the organization’s mission and vision

	· Responsibilities: Send out regular communication (e.g. e-blasts, mailers, etc) to the organization’s membership base and constituency.  Develop strategies to effectively reach audiences regarding the organization’s current and upcoming events and programs.   Coordinate with Membership and Outreach to add/update new contacts into e-blast tool.

	· Outcomes: Timely dissemination of e-blasts and mailers.  Events are covered effectively for recap purposes (e.g. pictures taken, etc), with emphasis on leadership-focused content.

	

	Public Relations

	· Role: To serve as a resource in increasing awareness of the organization’s brand

	· Responsibilities: Establish and maintain relations with all media outlets.  Develop materials and collateral that strategically differentiates the organization.

	· Outcomes: Regular and timely communication with media outlets (e.g. press releases)

	

	Technology

	· Role: To serve as resource in ensure that the organization’s technological needs are effectively met

	· Responsibilities: Maintain the organization’s technology assets.  Develop strategies that can effectively utilize technology to the organization’s benefit.

	· Outcomes: Resolution of all technological issues and difficulties in a timely manner.


Director Categorization
	STRATEGY
	OPERATION

	Development
	Community Service

	Marketing
	Cultural Awareness

	Membership
	Leadership

	Outreach
	Special Events

	Public Relations
	Technology


Organizational Structure
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