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OFFICER AND CHAIR POSITIONS 
· No officer shall service more than two consecutive terms in the same office
· All terms of office shall begin at the first Chapter Board of Directors meeting of the calendar year and shall continue until the officer’s successor has been duly elected and qualified.
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	JOB DESCRIPTION
	TERM 

	 President
	The President shall be directly responsible to the Chapter Board of Directors for the administration of the Chapter. The President shall preside at all Chapter Board of Directors meetings and all member meetings.

The president shall:
a. Be directly responsible to the chapter board of directors (BOD) for the administration of the organization.
b. Delegate committee activities and appoint members to committees as necessary with board approval.
c. Schedule, plan agendas, and preside at all chapter board meetings.
d. Be the principal spokesperson for the chapter. 
e. In general, perform all duties and have all powers customarily incident to the office of the president and such other duties and powers as may be prescribed by the board from time to time.
f. Serve as chairperson of the Chapter Executive Committee (if applicable).
g. Sign with the secretary, or any other proper officer of the chapter authorized by the board, any deeds, bonds, contracts, and other instruments that the board has authorized to be executed.
h. Serve as the primary communication link with APIC on matters such as reporting chapter leadership, chapter dues, and other business critical information. Further, the president must respond to APIC requests, notices, and other communications in a timely manner or by designated deadlines.
i. Mentor the successor to provide a smooth transition into the president role.
	Per chapter bylaws: 
1-2 years as determined by chapter board

	

	President-Elect

	The President-elect shall prepare to assume the office of President and fill the office of President should that office become vacant for the remainder of the term. The President-elect shall fulfill the role and duties of secretary in the event of a vacancy of said office.

The president-elect shall:
a. Assist the president in the discharge of the presidential duties as directed and perform such other duties as may be prescribed from time to time by the president or the BOD.
b. Prepare to assume the office of president. Fill the office of president, should that office become vacant, and subsequently fill the office of president for a regular term, as is entitled to the president-elect.
c. Become familiar with organizational system structure, including chapter bylaws, policies, and committees.
d. Serve as the BOD liaison to the Program Planning/Education Committee; manage and submit requests for liability insurance to APIC, as needed.
e. Maintain chapter meeting and event calendar.
f. Serve as a communication link with APIC on matters as designated by the president. Further, the president-elect must respond to APIC requests, notices, and other communications in a timely manner or by the designated deadline.
g. Mentor the successor to provide a smooth transition into the president-elect role.
	Per chapter bylaws: 
1-2 years as determined by chapter board

	

	Secretary
	The Secretary shall oversee the accurate recording and transcribing of the minutes of all Chapter membership and Chapter Board of Directors meetings, submit all minutes to the Chapter Board of Directors in accord with the procedure
established by the Chapter Board of Directors. If the Secretary position is not filled, the Board will designate another officer to record the minutes.

The secretary shall:
a. Be responsible for the accurate recording and transcribing of the minutes of all BOD meetings.
b. Submit all minutes to the BOD in accordance with established procedure.
c. See that all membership notices are duly given in accordance with applicable state laws and the chapter’s bylaws.
d. Be custodian of chapter records (see below); be responsible for keeping a record of the mailing and email addresses of each director and officer of the chapter.
e. In general, perform all duties and have all powers customarily incident to the office of secretary and such other duties and powers as may be prescribed from time to time by the president or the BOD.
f. Serve as a communication link with APIC on matters as designated by the president. Further, the Secretary must respond to APIC requests, notices, and other communications in a timely manner, or by the designated deadline.
g. Mentor the successor to provide a smooth transition into the secretary role.

RECORDS
The secretary should maintain all organizational documents of the chapter. Within the chapter’s Organizational Handbook, the Secretary should store the:
a. Petition for Chapter Status
b. Bylaws

In the Organizational Handbook or in separate files, the secretary should also maintain:
a. Membership rosters provided by APIC
b. Minutes of all BOD and Chapter Executive Committee meetings
c. Chapter correspondence
	Per chapter bylaws: 
· Two years or until a successor has assumed office
· Elected in odd-numbered years

	

	Treasurer
	The Treasurer shall oversee and be responsible for the management of the financial affairs of the Association. In this role, the Treasurer shall oversee the preparation of periodic financial reports for the Chapter Board of Directors, review financial affairs of the Chapter, oversee the preparation of the annual budget and present it to the Chapter Board of Directors, and be a member or consultant to any committee having responsibility for the Chapter’s monies. The Treasurer shall be bonded through APIC.

The treasurer shall:
a. Oversee and be responsible for the management of the chapter’s financial affairs in accordance with the Chapter Treasurers’ Manual (located on the online Chapter Resource Center).
b. Prepare monthly financial reports for the BOD.
c. Oversee the budget process and prepare the annual budget for BOD review and approval.
d. Be a member or consultant to any committee having to do with the association’s monies.
e. Serve as a primary communication link with APIC on matters concerning the chapter’s monies and financial reporting. Further, the treasurer must respond to APIC requests, notices, and other communications in a timely manner, or by the designated deadlines.
f. Review financial affairs of the chapter as necessary with legal counsel and/or accountant.
g. Mentor the successor to provide a smooth transition into the treasurer role.

*The treasurer role and responsibilities are detailed further in the Chapter Treasurers’ Manual.
	Per bylaws: 
· Two years or until a successor has assumed office
· Elected in even-numbered years

	

	Membership Chair


	The Membership Committee shall:
a. Foster and encourage chapter growth through membership recruitment and retention campaigns.
b. Develop and implement member programs to increase member engagement (e.g. mentoring).
c. Create membership brochures and make information available at all regular chapter meetings.
d. Develop and conduct member needs assessment at least every two years.

The Membership Chair shall:
a. Review chapter membership rosters monthly for accuracy.
b. Encourage chapter members to update contact and/or demographic information on MyAPIC, as needed.
c. Report inconsistencies and/or member demographic changes to chapters@apic.org.
	One year

	

	Legislative Representative
	The Chapter Legislative Representative (CLR) is APIC’s representative to state and local policymakers on public policy matters. The CLR serves as the major link between his/her chapter, APIC, and the Public Policy Committee. The success of APIC’s public policy initiatives are highly dependent on the support and energies of chapter members, particularly the CLR.

APIC’s Public Policy staff is responsible for issuing communications, via the CLRs, to keep chapters apprised of the program’s various activities including position statements. CLRs are expected to relay this information to all chapter members.

The CLR shall:
a. Be appointed by the chapter president.
b. Be knowledgeable about APIC policy positions.
c. Have an interest in and be willing to develop expertise in the legislative process on federal and state legislative and regulatory issues.
d. Report to the chapter president and serve as the primary contact between the chapter and APIC on issues of public policy.
e. Represent APIC’s policy positions to chapter members, APIC allies and partners, and policymakers.
f. Use care to ensure that legislative and regulatory positions expressed by chapter members are consistent with APIC.
g. Provide APIC Public Policy Reports at all chapter meetings.
h. Mobilize chapter members to respond to issues, when requested by APIC, and provide necessary follow up to both chapter members and APIC.
i. Respond to APIC Action Alerts, notices, and other communications in a timely manner, or by the designated deadlines.
j. Share major outcomes of chapter grassroots efforts with APIC.
k. Participate in APIC CLR training webinars and the CLR meeting at Annual Conference. If resources are available, the CLR is encouraged to attend Nurse in Washington Internship (NIWI) or a similar advocacy training program.
l. Mentor the successor to provide a smooth transition into the CLR role.

*The CLR role and responsibilities are detailed further in the CLR Manual.
	One year

	

	Bylaws Chair
(Pres-Elect)


	The Bylaws Chair shall:
a. Review the bylaws and recommend amendments, if necessary and allowable, to ensure consistency with the actions of the policy-making bodies of the chapter and with the APIC Bylaws.
b. Present proposed amendments to the membership thirty (30) days prior to voting.
c. Submit proposed bylaws changes to APIC for review and approval.
*The bylaws revision process is detailed further in the Bylaws Instructions located on the online Chapter Resource Center.
	

	

	Nominating Committee

	The Nominating Committee shall:
a. Obtain a list of eligible members from which to consider candidates.
b. Select qualified candidates for each office, taking into consideration the attendance and participation of nominees.
c. Inform each nominee, in writing, of specific duties of nominated office.
d. Confirm each nominee’s interest in serving in position nominated for.
e. Prepare a ballot for voting.
f. Present a ballot, which includes a brief resume of each candidate, to the membership prior to the annual meeting.
	

	

	Program Chair

	The Program Chair shall:
a. Promote the educational activities of the chapter.
b. Assess educational needs of the chapter membership at least every two years.
c. Plan educational programs to follow quarterly chapter business meetings.
d. Report tentative education plans to the chapter Board of Directors at scheduled meetings. 
e. Secure speakers for programs when requested (ie. APIC chapter conferences).
f. Promote program schedule and activities.	
	Two years

	

	Immediate Past-President
	The immediate past-president shall:
a. Serve as a consultant to the BOD in the execution of all business by virtue of his/ her board experience.
b. In general, the immediate past president shall perform all duties and have all powers customarily incident to the office, and such other duties and powers as may be prescribed from time to time by the chapter president or the BOD.
c. Mentor the successor to provide a smooth transition into the immediate past-president role.
	NA



BOARD OF DIRECTORS
The Chapter Board of Directors shall consist of the:
· Officers
· President
· President-Elect
· Treasurer
· Secretary
· Immediate Past-President
· no less than one and no more than six other Directors
· Legislative Representative
· Membership Chair
· Program Chair
· Nominating Committee (3)
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