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Job Description – Appointed Position:                                 Procedure 3.3

”Continuing Education Chairperson”
    

          Original Date: 2/1/2006


          




           Revision Date:

1. Term of Appointment is 1 year.

2. Duties/Responsibilities/Authority:
A. Oversees all activities of the Continuing Education committee, ensuring timely completion.

B. Coordinates/assigns Education Activities:

· Create annual district education schedule - dates/topics/speakers/locations

· Advertising of course – newsletters, brochures, list serves, fax

· Course supplies – books, handouts, food, certificates

· Course registration – dues, requirements, confirmation packets, accommodation packets

· Data collection – input from membership on future topics/speakers

· Chapter procedures – Complete required chapter authorization/CEU’s

C. Oversees/Coordinates development of continuing education budget, with detailed expenses and income projections.

D. Collaborates with Treasurer to develop education budget as a part of the entire district budget.

E. Orients new members of the Con Ed committee to all policies/ procedures

F. Knowledgeable and comply with all Chapter Con Ed policy/procedures (CBPROC 10-I, Chapter Continuing Education Plan, CCPOS 18, Chapter Continuing Education Committee Internal policies)
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