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1 . C OM M U NIC AT IONS C OOR DINAT OR

1. R e g io n a l Ap p o in t m e n t :

A C om m u nica tions  C oordina tor is  a ppointed b y  th e M a na g em ent T ea m  of  ea ch  Reg ion or Area . Sh e is

a ppointed for  a  tw o-y ea r  ter m , a nd m a y  s erve no m ore th a n th ree cons ecu tive ter m s  on th e Reg iona l/Area

M a na g em ent T ea m .

2 . T y p ic a l Du t ie s :    

a . Receives  com m u nica tions  f rom  th e Interna tiona l or g a niz a tion a nd dis per s es  to th e reg ion.

b . M a inta ins  interna l com m u nica tion ch a nnels  a m ong  th e Reg ion/Area , ch a pter s , a nd individu a l

m em b er s .

c. Develops  a nd m a inta ins  th e reg iona l lea der s h ip da ta b a s e.

d. Is  res pons ib le for  th e Reg iona l/Area  W eb  s ite a nd da ta b a s e des ig n, im plem enta tion a nd

m a intena nce, w ith  inpu t f rom  th e M a r k eting  C oordina tor.

e. M a inta ins  a  com plete record of  Reg iona l/Area  m eeting s  a nd a ctivities .

f . Is  res pons ib le for  recording  a nd prepa r ing  m inu tes  of  a ll m eeting s  of  th e Reg iona l/Area

M a na g em ent T ea m .

g . Dis tr ib u tes  copies  of m inu tes  to m em b er s  of  th e tea m , Reg iona l/Area  ch a pter s , a nd th e C orpor a te

Secreta r y  a t Interna tiona l h ea dq u a r ter s .

h . In cons u lta tion w ith  th e tea m , prepa res  a nd s u b m its  th e y ea r -end Sta te of  th e Reg ion/Area  Report

to th e C orpora te Secreta r y  a t Interna tiona l h ea dq u a r ter s  b y  th e es ta b lis h ed dea dline.

i. In cons u lta tion w ith  th e tea m , prepa res  a nd s u b m its  a  s u m m a r y  of  th e Annu a l Reg iona l/Area

E va lu a tion report to th e C orpora te Secreta r y  a t Interna tiona l H ea dq u a r ter s  b y  es ta b lis h ed

dea dline

3. R e s p o n s ib ilit ie s :

E a ch  Reg iona l/Area  M a na g em ent T ea m  m em b er  is  res pons ib le for:

a . M a inta ining  conta ct w ith  a ppropria te s ta f f  m em b er s  a t Interna tiona l h ea dq u a r ter s .

b . M a inta ining  com preh ens ive records  a nd for w a rding  m a teria ls  to h er s u cces s or.

c. T r a ining  h er s u cces s or.

d. Appointing  s ta f f  to a s s is t w ith  th e im plem enta tion of  res pons ib ilities  a s  needed.


