CHAPTER COMMITTEE VOLUNTEER OPPORTUNITIES FOR 2011-2012
There are many volunteer opportunities on our committees for the upcoming year.  If you have recently joined our chapter or have not yet found your niche, find somewhere to serve — there’s a position waiting just for you!  You will receive a great deal of personal satisfaction and benefit from putting your efforts into this community of professionals.  The more people who participate and share a portion of all these responsibilities, the less work there is for everybody, and our united efforts increase the quality of our chapter, making membership a valuable asset for everyone.  Contact Kris Brustad, CAP at kbrustad@healtheast.org if you would like to volunteer for any of these committees.
	Bylaws and Standing Rules and Procedures Committee – Provides guidelines for overall governance of the Saint Paul Chapter consistent with the MN-ND-SD Division Bylaws and Standing Rules and Procedures and the International Bylaws and Procedures.
	Chair: 

Dee Dee Heffernan

	Certification Committee – Stimulate and encourage interest and participation in the Certified Professional Secretary® (CPS®), Certified Administrative Professional (CAP), and other appropriate certification programs.
	Chair: Tina Hill

	Communications Committee – Provides pertinent information in a timely manner to all chapter members and non-members via the chapter newsletter and website.  The webmaster places all documents on the website, and updates any documents that need to be revised.  The editor creates a draft newsletter and sends it to the proofreaders, then makes the final corrections and publishes it on the website.  Two or three proofreaders (one should be a Board member) finalize the draft newsletter sent to them by the editor.  
	Bulletin Editor: 

Proofreaders:
Dee Dee Heffernan
Webmaster:



	Finance Committee – Audits the chapter books and financial records within 15 days of the close of the fiscal year, and any other time necessary, and shall submit a report to the Board of Directors.  Assists in preparation of an annual chapter budget for review by the Board of Directors and final approval by membership.
	Auditor (Treasurer): 

Charlene Baum
Budget: Board of Directors

	Membership/Mentoring Committee – Promotes and encourages membership in IAAP and directs all membership activities of the chapter, including orientation of new members, and member recruitment/retention.
	Chair: 



	Nominations Committee – This committee can consist of up to three chapter members, and the chair is always the immediate past president.  Throughout the year, this committee looks for members with leadership and decision-making skills that are in the best interest of the chapter.
	Chair: Leisha Skare

	Parliamentary Advisor
	Chair: 

	Program/Education Committee – Provides educational opportunities for professional development and growth and to communicate local education opportunities to chapter members. Provides education programs at monthly meetings to enhance the professional development and personal growth of IAAP members.  
	Chair: 

	Promotion$ and Innovation$ Committee – Develops and promotes income-generating projects to support the chapter.
	Chair: Carla Fuchs

	Publicity/Marketing Committee – Publicity: Creates public awareness of IAAP and the Saint Paul Chapter’s activities through newspaper, radio, and television coverage.  Marketing: Informs the Saint Paul business community about IAAP.
	Chair: (Publicity)

Chair: (Marketing)

	Reservations Committee – Provide chapter members and non-members with a central contact point for making chapter monthly meeting reservations.
	Chair: 

	Retirement Trust Foundation (RTF) – Raises awareness and builds enthusiasm for the RTF and its projects at the chapter level.
	Chair: 

	Student Chapter Program Committee – Directs all activities of the IAAP chapter having to do with development of student chapters and mentoring of student members.
	Chair: 



	Vendor Coordination – Recruit vendors to display their products/services at the monthly chapter meetings.
	Chair: Lisa Blaysck

	Ad-Hoc Committees:
	

	– Administrative Professionals Week
	

	– Awards
	Carla Fuchs

	– Executive Event
	

	– Request For Proposals (secure information on perspective meeting locations)
	


