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The Honor Society of Nursing, Sigma Theta Tau International (STTI) has developed chapter leader descriptions that can be used as templates to better define the roles and responsibilities of the leaders serving your chapter.  
Chapter Leader Qualifications
· Active member in the chapter
· Completed the consent to serve in the position
· Two-year commitment
President 
· Act as the executive officer and administrator of all business of the chapter as stated in the bylaws.
· Serve as chief representative of the chapter in inter-chapter activities.
· Ensure chapter participation in the biennial convention House of Delegates and other business brought forth before the House of Delegates during the term.
· Prepare a calendar and agenda for all Board of Directors and general membership meetings with assistance as needed from the secretary.
· Finalize the committee appointments recommended by the Board of Directors for all committees, advisory councils or task forces.
· Delegate responsibilities not otherwise handled by the chapter bylaws to the chapter officers or committees.
· Communicate the business, projects and activities of the Board of Directors to the membership.
· Ensure at least one business meeting and at least two programs or events that support the purposes and goals of the honor society are held during each fiscal year.
· Arrange an orientation meeting, following the annual membership meeting, for all newly installed officers and committee chairs. The purpose is to facilitate the transfer of duties and responsibilities and to formulate the goals of the chapter for the coming year.
· Ensure all reports are submitted to headquarters in a timely manner. Reports include: chapter annual report, verification of fees report (when applicable) and the chapter officer/committee chair report.
· Meet with the head of the nursing program at the beginning of the school year to get the chapter's meetings on the school's master calendar.
· Talk with the heads of major service agencies in the community and ask to get the chapter meeting dates on the agency's master calendars.
· Develop and maintain policies and procedures related to the position of president. Submit modifications or new policies and procedures to the board of directors for approval.
· Plan for officer transition.
· Serves as an ex-officio member of all committees except the Leadership Succession Committee
· Oversee development and revision of policies and procedures that support effective chapter functioning. Develop and maintain policies and procedures related to the position of President. Submit modifications or new policies and procedures to the Board of Directors for approval.
· Oversee selection of chapter members who will be supported to attend Biennium and other International activities.
· Arrange for chapter support (funding/membership involvement) in a service project that meets the goals and aims of the Honor Society.
· Contact the leader(s) of the major service agency for the annual Nursing Week Gala and arrange for the Chapter to donate door prizes. 
Vice President and President-Elect 
· May succeed into the presidency at the end of a one- or two-year term of office.
· Be chair of committees, as needed.
· Oversee the process for completing and submitting the Chapter Key Award application.
· Perform the duties of the president in the president's absence. May succeed into  the presidency at the end of a one- or two-year term of office, if the office is  vacated prematurely. 
· Prepare an annual report to the chapter membership regarding the vice-president's responsibilities and activities.
· Oversee the planning of chapter programs ensuring that at least two programs or events that support the honor society's purposes and goals are held each year.
· Learn the chapter operations and facilitate the achievement of chapter goals and the mission of Sigma Theta Tau International. 
· Serve as second delegate to Biennium (including electronic voting). 
· Communicate to the public the purposes of the Honor Society. Represent the  chapter at various events as required. 
· Act as a member of the Leadership Succession Committee, to assist in recruiting  and mentoring new members to assume committee and leadership positions in Iota Omicron and STTI. 
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· Record and write the minutes for each Board of Directors and business meeting.
· Distribute minutes to all members of the Board of Directors.
· Keep an official record book of the minutes of all Board of Directors and business meetings to present to the succeeding secretary.
· Prepare an annual report to the chapter membership.
· Submit the list of new officers to headquarters within two weeks of officer elections and provide headquarters with updates as they occur. 
· Order all stationery, forms and mailing labels for the chapter.
· Type and mail chapter correspondence.
· Send membership invitations to all elected candidates, in cooperation with the Governance Committee.
· Serve on committees as needed.
Treasurer 
· Be custodian of the chapter funds.
· Prepare and present a current financial report to the board of directors at each meeting.
· Prepare and submit an annual budget to the board of directors with appropriate committee advisory council or task force.
· Prepare and submit the financial section of the chapter annual report as per posted deadlines.
· Work with an accountant on a biennial audit.
· Obtain and complete necessary tax forms for the Internal Revenue Service (US chapters only).
· If the chapter is not using the online induction system, write checks needed for international induction fees and jewelry and honor cord orders.
· Manage the investment plan of the chapter with support from the board of directors.
· Develop and maintain fiscal policies and procedures in collaboration with the appropriate committee. Submit new policies or modifications of existing policies to the board of directors for approval.
· Coordinate committee budget requests and pay invoices as required in a timely  manner. 
· Be bonded in an amount equal to three-fourths of the worth of the chapter.
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· May serve as the chair of the Governance Committee.
· Lead the procedure for determining membership eligibility and inducting members.
· Develop strategies for publicizing and informing students and nursing leaders of membership eligibility criteria. May work in conjunction with the Membership Involvement Committee.
· Secure necessary data from the official records of students to determine eligibility status. Notify students of their eligibility status and send out the appropriate membership application materials.
· Counselors of alumni chapters who oversee nurse leader inductions are not required to be faculty.
· Provide the students’ contact information (via upload into the STTI online induction system) to STTI. Notify students of their eligibility status and send out the appropriate membership application materials (via the online system). 
Governance Committee Chair 
· Oversee chapter membership eligibility issues
· Lead the bylaws amendment process by considering, reviewing, editing and/or correlating amendments as suggested or appropriate 
· Update the chapter’s bylaws to comply with changes made to the international bylaws by utilizing the chapter bylaws template created and updated by STTI headquarters (updated template is typically available in January of even-numbered years) 
Leadership Succession Chair
· Develop members in organizational leadership roles across the span of their careers. Arrange for mentorship of members to assume positions at all levels of  the Honor Society. 
· Mentor members to assume positions at all levels of the organization
· Oversee the selection of members who can provide the necessary leadership to achieve chapter goals and to meet the needs of members
· Manage the preparation, distribution and tallying of election ballots
· Notify all candidates (elected and non-elected) of the election results
· Note: Those serving on the Leadership Succession Committee are not permitted to be on the slate of candidates for officer or committee positions.
Newsletter Chair 
· Manage the development process and publishing of the chapter newsletter.
· Submit content online for the monthly STTIconnect e-newsletter that is distributed by headquarters. 
· Oversee the publication of all program, conference and chapter activity announcements.
· Manage the development of content for chapter displays at special events. 
· Assist in content creation and revisions for the chapter website. 
· Work with Program Committee to publicize chapter events.
Research and Awards Chair 
· Oversee the process of developing, reviewing and revising criteria for research awards and the funding of research grants.
· Manage the process for reviewing and evaluating abstracts for research awards and proposals for research grants.
· Manage the development of strategies for promoting the conduct of research and for the dissemination and utilization of research findings.
· Recruit candidates for research awards - locally and internationally. Assist them with the application process.
· Ensure that all applicants are notified of judging results, selected or not selected. Inform award and scholarship recipients of the manner in which they will receive their award or scholarship.
· Coordinate preparation of entries for any regional or international awards in which the chapter wishes to make application.
· Encourage chapter members to apply for international awards.
· Oversee the planning of any chapter research conferenes or research conference activities in collaboration with Chair of Program Planning and Rituals.
· Manage the development of strategies for promoting the conduct of research and for the dissemination and utilization of research findings.
· Note: Those serving as the Research Chair, on the Research Committee or as any other chapter officer or chair are not eligible for research funding while in any appointed or elected positions.
Membership Involvement Secretary
· Oversee the promotion of membership renewal and membership involvement.
· Manage the process of involving members in chapter committee membership.
· Oversee the development and maintenance of a new member mentoring program.
· Plan and implement an orientation for new inductees and multiple and transfer members.
· Inform membership about Volunteer Interest Profile (VIProfile) and encourage membership to submit profiles.
[bookmark: awards]Past President and Philanthropy Chair 
· Shall be the immediate Past President
· Oversee the process for completing and submitting the Chapter Key Award Application.
· Collaborate with the Treasurer to evaluate chapter income sources, and determine financial needs above and beyond collection of member fees.
· Oversee the development of strategies for funding specific chapter projects as determined by the board of directors.
· Manage the implementation of projects and events that increase funds as well as the visibility of the chapter.
· Manage the philanthropy events and ensure that an effective publicity program is in place, through collaboration with the appropriate committee.
· Coordinate the donation of goods or services, if necessary, for the event.
· Solicit the general membership for participation in hosting the event.
· Participate in the philanthropy programs, activities and events along with members of the appropriate committee.
· After completion of the event, oversee the evaluation of the event in terms of number of participants, amount of money raised, etc.
Archivist (Heritage Committee Chair)
· Oversee the filing and/or preservation of committee meeting minutes.
· Manage the collection and preservation of statistics, documents, individual contributions and other information of historical significance for the chapter.
· Oversee the process of developing and maintaining a written history of the chapter, which is annually reviewed and updated.
· Partner with Philanthropy Chair (Past President) as necessary to complete and submit Chapter Key Award Application.
Program Planning and Rituals Co-Chairs
· Responsible for planning and executing chapter events, including selection of venues, decorations, catering, and speakers. 
· Works with a small committee to oversee annual events including chapter induction, special event dinners and, in collaboration with the Arthur Labatt Family School of Nursing, The University of Western Ontario, the Annual Research Conference. 
· Liaises and updates executive members on progression of event planning. The chair prepares budget estimates for events and presents them to the Iota Omicron executive for endorsement. Events are planned with the intent of being cost neutral. 
· Chair is responsible for evaluation of events to ensuring budget projections are realistic and events satisfactory to members. 
Membership Ambassador  
· Liaison between members and the chapter
· Strengthen the connection with new inductees and first-year members 
· Create welcoming environments and orient new members 
· Participate in periodic conference calls with STTI headquarters
· Encourage interest in the chapter's pre-induction activities. 
· Introduce new members to The Circle and encourage networking. 
· Assist chapter to organize one annual program dedicated to interests of recent inductees and new graduates. 
· Participate in leadership succession by shadowing chapter leaders, participating in board meetings or conference calls and collaborating with member involvement committee. 
· Survey or foster discussions to understand the needs of new members or candidates. 
· Regions may elect to utilize a regional committee to link ambassadors across the region and foster collaboration. 

