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MEMO

To:
All Region 9 members

From:
Rhonda Payton, Communication Coordinator

Date:
June 19, 2009
Subject:
Region 9 Team Coordinator Announcement

Hello Region 9,

The regional management team (RMT) would like to announce that Kim Elger-Griffin, Region 9's management Team Coordinator, has resigned from the team for personal reasons, effective upon finding her successor.

Kim has been a great asset to the team, bringing not only a high energy level but an acute business sense that keeps us focused and having fun.  Kim will be sorely missed and we wish her the very best in her future adventures!

As a result, the regional Team Coordinator (TC) position is now open.  This position is appointed by the RMT and as many of you know, RMT coordinator positions are appointed or elected in defined terms.  So the replacement TC's term expires on April 30, 2012.

Double-click this file to open the job description:
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I am leading the nominating committee and we're now accepting applications.  Being on the RMT is extremely rewarding, both personally and professionally, and it's satisfying to know that we're giving back to Region 9.

Please encourage anyone to contact me, Kim (kimgriffin@bellsouth.net) or any of the RMT for more information.  We're asking any interested Region 9 member to submit an application to me.  The application form may be found on our website at http://www.sairegion9.com/forms/regional_application.pdf.

We've already sent this message to the Region 9 chorus leadership teams, CAL email list and the Region 9 Yahoo email group.  However, please forward it to any of your friends who are Region 9 members but might not be part of email lists.  Thank you so much for helping us get the word out!

Rhonda L. Payton, PMP
Communication Coordinator | SAI Region 9
727.709.4023 mobile
206.203.2637 eFax
rlpayton@oddpost.com
http://www.linkedin.com/in/rhondapayton
http://www.SAIRegion9.com
_1306936990.doc
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REGIONAL JOB DESCRIPTION ADDENDUM



REGIONAL MANAGEMENT TEAM (RMT)

1. Serves as middle management and liaison to the Sweet Adelines International (SAI) organization.


2. Oversees activities of the region.


3. Develops education focus for the region.


4. Develops programs to meet those needs.


5. Develops long-range plans based on the goals and values of the regional membership.

6. Oversees and evaluates the implementation of long-range plans.


7. Accepts fiduciary responsibility for the region; monitors regional financial processes.


8. Develops a structure of task-oriented groups (teams, committees, staffs) that are responsible for devising strategies to implement plans determined by the management team.



9. Monitors chapter compliance with corporate and regional bylaws, international policies and administrative procedures.


10. Provides counseling to individual chapters.


11. Ensures open communication at all levels of the region.

12. Uses their personal/business e-mail account, since this is the primary communication tool used by the RMT between meetings.

Each team member is responsible for:

1. Maintaining contact with appropriate staff members at International Headquarters.

2. Maintaining comprehensive records and forwarding materials to successor.

3. Training her successor.

4. Appointing staff to assist with the implementation of responsibilities as needed.

5. Managing financial issues regarding regional monies, budgets and expense reimbursements.


a. Notifying of and submitting monies collected for the Region to the Finance Coordinator (FC) within five business days of receipt.  Notifying FC of said collections promptly.


b. Submitting all reimbursements to the Finance Coordinator no later 60 days after the meeting or event.  Any submissions received after this will not be reimbursed and will be considered a donation to the Region.

· Having team staff/volunteers submit reimbursement form(s) for a Coordinator’s approval no later than 30 days after the meeting or event.


c. Managing the budget for a respective team.


d. Pre-approving any unbudgeted expenditure exceeding $100.


6. Preparing reports as requested by the RMT.  


7. Providing budget recommendations as requested by the Finance Coordinator.  


TEAM COORDINATOR

Regional Appointment

1. Develops and maintains relationships with:


Regional Management Team


Chapter Administrative Leaders


2. Facilitates the meetings of the Regional Management Team.

3. Coordinates the agenda for Regional Management Team meeting with input from other members of the team.


4. Oversees approval of all chapter standing rules.

5. Oversees review of regional standing rules and job descriptions and makes recommendations for necessary revisions.


6. Reviews Minutes and Action Items provided by regional secretary and makes corrections and distributes to the team.


7. Oversees Apprentice Program for Region.


8. Oversees election/appointment process. 

The positions below report to the Team Coordinator, or they may be filled by the Team Coordinator herself.


Bylaws & Rules Chair

1. Reviews and revises regional standing rules as needed.


2. Presents regional standing rules to Team Coordinator for RMT approval.


3. Provides copies of regional standing rules to all team members, chorus and prospective team coordinators/presidents, and chorus bylaws and rules chair.


4. Sends regional standing rules to International for approval.


5. Reviews chorus standing rules.


Strategic Planning Chair

1. Conducts a regional strategic planning meeting on an annual basis.


2. Tracks and monitors the region’s strategic plan throughout the year.


3. Provides feedback and possible training to choruses implementing a strategic plan (goal setting as well).


Regional Calendar Chair

1. Maintains the regional calendar of activities.


2. Distributes calendar to Web Site Administrator and official regional newsletter editor for publication.


Apprentice Program

This regional program is designed to teach Apprentices about the Regional Management Team and the various coordinator positions within the RMT.  Allows the RMT to see what it is like to work with these individuals and whether they will make good leaders for the region and allows the RMT to find out their talents before actually appointing them or having them run for a particular position.  Allows the Apprentices to determine if they truly want to be on the RMT and whether they are suitable for a position.


An Apprentice is expected to:

1. Attend all RMT meetings, receive and read all e-mails, and accept various duties needed by the RMT. This could be a chair position for the region, or a one-time only job.

a) If an Apprentice must miss a Regional Management Team meeting once, she must notify the team coordinator. 

b) If she must miss a second meeting within the fiscal year, her resignation is expected at the same time.

2. Attend each regional weekend and/or any RMT approved regional training by Sweet Adelines International (SAI) that occurs within the region.

3. Have e-mail since this is the main communication tool of the RMT between meetings. 

4. Be a member in good standing with SAI, the region and her chorus. 

5. Participate in RMT meeting discussions. Their points of view and perspectives will be welcomed by the team, but are not a part of consensus or decision making until they are on the RMT. Also, they might be requested to leave the meeting if a sensitive subject is discussed.


6. Participate in e-mail discussions, but are not a part of e-mail consensus.


Apprentices are not guaranteed a position nor are the Apprentices obligated to take positions in the future.


The term of an Apprentice is one fiscal year. It will start on May 1st and end April 30th. They may re-apply or be appointed by the RMT for another year if both parties are agreeable. The term may be changed by consensus of the RMT or by resignation of the Apprentice. 


Two is the recommended number of Apprentices per fiscal year with a maximum of four. The amount will depend on circumstances year to year.


Nominating Committee

The Regional Management Team appoints a Nominating Committee in January prior to the fiscal year in which the elections/appointments will take place. The Nominating Committee will consist of one member of the RMT and two members from the membership at large. The RMT will designate one of these members as Chair of the Committee.

Regional Secretary

1. Distributes copies of minutes to the Meetings and Corporate Services Department at International Headquarters.

2. Prepares highlights of the Regional Management Team meeting for inclusion in the next issue of the official publication.



3. Maintains the official Minutes Book of the region, including a copy of the agenda and all reports.


4. Updates the Corporate Minutes Book of Atlantic-Gulf Region #9, at the beginning of the fiscal year with a copy of the minutes from the Election Meeting and current copies of regional bylaws and standing rules.


5. Develops and maintains relationships with the Regional Management Team


6. Prepares reports as requested by the Team Coordinator.


7. Prepares budget recommendations as requested by the Team Coordinator.


8. Prepares a draft copy of the Minutes of the Meeting of the Regional Management Team, submits it to the Team Coordinator for approval, and prepares a final copy for inclusion in permanent record.  


9. At the direction of the Team Coordinator, prepares and distributes by special mailing, all mail votes required of the Regional Management Team, receives and tallies mail votes, and prepares the motion and results of the votes to be ratified at the next regular meeting of the Regional Management Team, the report to include only the final result of the vote and not the actual breakdown of the vote.


10. Conducts all correspondence on behalf of the Regional Management Team as requested.


11. Maintains a list of all manuals belonging to the region and order additional copies as required.


Leadership Development Chair

1. Maintains database from Regional S.K.A.P. (Skills Knowledge Assessment Profile) and applications for Regional Management Team positions.


2. Provides reports as requested for purposes of identifying new talent and/or committee members.


3. Coordinates with International’s database.


