07/28/04

Rev 12-08

Xplor International

MidAtlantic Region

Position Descriptions

Elected Officers

President - The President is the principal executive officer of the MidAtlantic Region and has general supervision over the affairs of the region.  The President serves as this region’s “chief executive officer”. 

Duties specific to the office of President:

· Interacts and communicates with Xplor Headquarters on regional business matters, as needed; 
· Monitors regional activities and ensures adherence to all governing documents of Xplor International and the MidAtlantic Region; 
· Interacts and communicates with vendors/exhibitors, hotel staff, and members to coordinate all official meetings, conferences and related functions; 
· Schedules, coordinates, establishes and distributes the agenda for all regular and special MidAtlantic Region Board and Executive Committee meetings;

· Attends and presides at all regular and special meetings of the MidAtlantic Region Board and Executive Committee; 
· Attends and presides at all regional conferences unless delegated to another officer; 
· Signs all contracts and legal agreements between companies conducting business with the MidAtlantic Region; 
· Attends and participates in region committee meetings; and,
· Performs other duties as may be assigned by the Region Board.

Vice-President - The Vice-President is the second highest ranking officer in this Region and assumes the duties of the President in the absence of the President.  The person in this position coordinates committee activities and special presentations for member meetings and other duties associated with this office.
Duties specific to the office of Vice-President:

· Attends all regular and special meetings of the MidAtlantic Region Board and Executive Committee;
· Provides Vice-President (officer) status and committee activity reports at all regular meetings of the MidAtlantic Region Board and Executive Committee meetings;   
· Coordinates and produces, or oversees coordination and production of, all regional conferences, educational forums or meetings; 
· Oversees committees responsible for developing regional conferences and other educational forums;

· Develops and maintains a vendor mailing list, coordinates or oversees vendor mailings, and assigns or oversees assigning vendor exhibit space for regional conferences; and,
· Performs other duties as may be assigned by the Region Board or the President of the Region.  
Secretary - The Secretary serves as “secretary” for all member meetings and conferences, and all MidAtlantic Region Board and Executive Committee meetings.   The person in this position performs all duties associated with the responsibilities of such office.
Duties specific to the office of Secretary:

· Attends all regular and special meetings of the MidAtlantic Region Board and Executive Committee.   
· Prepares and keeps minutes for member, MidAtlantic Region Board and Executive Committee meetings, keeps and distributes the minutes of these meetings, and sees that all meeting notices are duly distributed; 
· Maintains the books, records, and papers of the Region, and provides storage for such books, records, papers, legal agreements for the region; 
· Maintains a current list of members; 
· Coordinates membership mailings by supplying proper information; 
· Communicates with other Xplor Regions and Chapters; 
· Provides pre-conference and at-conference registration service for region conferences/meetings/educational forums; 
· Maintains records showing conference/meeting /education forum attendance status (meeting to meeting growth/ decline, year to year growth/decline); and, 
· Performs any other duties that may be assigned by the Region Board or the President of the Region.

Treasurer - The Treasurer serves as the region’s financial officer.  The person in this position performs all duties associated with the responsibilities of such office.

Duties specific to the office of Treasurer: 

· Attends all regular and special meetings of the MidAtlantic Region Board and Executive Committee.   
· Collects all monies due the region including, membership fees and other rebates from Xplor HQ, conference registration fees, exhibitor fees, sponsorship fees, and other revenue sources;

· Keeps accounts and books for all funds received and expended;  
· Deposits all sums received (within five (5) banking days) in the name of the MidAtlantic Region in depositories approved by the Region Board;
· Submits quarterly (March, June, September and December) financial statements to Xplor HQ for review by Xplor’s auditors.  
· Submits copy of the final bank statement for the end of the calendar year (date closest to December 31) 
to Xplor HQ with the fourth quarter financial statement. 

· Prepares a preliminary budget at the beginning of each year showing all anticipated revenues and expenses and presents it to the Region Board for review and approval;
· Monitors receipts and expenditures to ensure financial stability for the MidAtlantic Region; 

· Provides a finance report at all Board, Executive Committee and member meetings; 
· Pays bills associated with the MidAtlantic Region’s operations; 
· Monitors payments received from exhibitors and sponsors, prepares and distributes notices for delinquent payments, as appropriate; and, 
· Performs other duties related to this office or as may be assigned by the Region Board or the President of the Region.

Association Director - The Association Director is the MidAtlantic Region’s representative to Xplor’s Board of Directors (AKA “Association Board of Directors” or “ABOD”).  The person in this position attends and represents this Region at all meetings of Xplor’s Board of Directors and reports proposed business matters and resolutions to the Region Board of Directors.  (The term of office for this position is two years and it is filled by election held in “odd” years.)  
Duties specific to office of Association Director:
· Attends all regular and special meetings of the Association Board of Directors as this Region’s representative;  
· Attends all regular and special meetings of the MidAtlantic Region Board and Executive Committee, and provides ABOD status reports; 
· Provides direction and guidance to the Region Board and the Executive Committee to ensure consistency and compliance to Xplor governance, Xplor’s Association Board decisions and actions, and Xplor HQ policies and procedures; and,
· Performs other duties related to this office or as may be assigned by the Region Board or the President of the Region.
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