Regional Officer Position Descriptions
PRESIDENT
· Preside over all Official Regional Business Meetings and Executive Board  Meetings.

· Direct regional activities and projects.
· Act as Parliamentarian and be familiar with Roberts’ Rules of Order.
· Keep the Regional Coordinator aware of his/her Regional plans and activities.
· Monitor the performance of the duties of the Executive Board.
· Host the Spring Regional Convention. 

· Attend the District Convention your home chapter is located within.  Attendance to other District Conventions is not required but encouraged.

· Maintain current regional directory of advisors.

· Oversee the Region’s fund-raising projects.

· Call membership roll at the beginning of district meetings and Regional Business Meeting held at International Convention. 

· Maintain the Regional Facebook page. 

· Compile district reports from District Vice-Presidents to create a newsletter for Regional Convention and International Convention.
· Assign responsibility for regional minute taking and insure minutes are provided at each meeting 
 
VICE PRESIDENT FOR DISTRICTS I THROUGH V
· Assist the President when called upon.

· Host District Conventions in quarters where there is no Regional Convention or International Convention.  If District Vice-President’s school is not compatible with hosting this event it is the responsibility of the Vice-President of that district to find a suitable location for the convention.  Hosting a District Convention entails obtaining workshop leaders from within your district and could include securing at least one guest speaker.

· Act as Parliamentarian and be familiar with Roberts’ Rules of Order.

· Maintain contact with Chapter Advisors and officers within district.  Minimum of one email per month is acceptable with subsequent emails alerting district members of special information.

· Keep an accurate account of all Official District Business Meetings, or appoint someone in attendance of District Business Meeting to do so.

· Provide minutes of all Official District Business Meetings to the Regional   Coordinator and Regional President within 20 days of the meeting.  As well, provide minutes of any official district business to chapters at the following district business meeting.

· Oversee the District’s fund-raising projects, maintain district financial records, and provide Regional Coordinator with any funds raised.

· Call membership roll at the beginning of district meetings.

· Upload and update Regional Facebook page with information presented and pictures taken at District Conventions.  All of this information must also be sent to the Regional webmaster to keep www.grnptk.org updated.

· Contribute a district report for the newsletter provided at Regional Convention and International Convention.  District report will be provided to all other regional officers at least 30 days before the newsletter will be distributed.

 
 
*Regional officers are required to attend monthly or bimonthly executive board meetings.  Video or teleconferencing is possible.
*The Regional Board is a team and duties will naturally overlap to take advantage of individual skills.
 


 
Regional Travel Responsibilities
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Region*
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Candidacy Requirements for Regional Office:  Part I
 
With the honor of serving as a Greater Northwest Regional Officer comes serious responsibility, which warrant careful consideration before declaring candidacy.  Officers serve a total of 52 chapters representing four states and Alberta, Canada.  Officers may be called on to make presentations to audiences on the regional level as well as at inductions and other chapter events.  
 
Candidates must abide by the requirements below and submit required materials to the Regional Coordinator by the deadlines.  Candidates are encouraged to review the official duties section found on the regional website.  All candidates are expected to gain the financial and moral support on their local chapter and advisor(s) due to the commitments of the position.  Six officers are elected each year at the Greater Northwest Regional Spring Conference, and their term begins with the conclusion of the conference and continues throughout the year until the conclusion of the next Regional Spring Conference.  See the Regional Constitution and Bylaws regarding filling vacancies.  
 
Deadline to Apply:  February 26
Requirements:
                 Prior to the Greater Northwest Regional Awards Conference in March, submit completed application packets by the deadline, 5:00 p.m.  Include the items found on the checklist below and one letter of recommendation from one of the sources listed below.  Send complete packets to the Regional Coordinator. Packets may be faxed.
 
                                  College President                                                     Faculty Member or Chapter Advisor
                                  Dean of Students                                                      Community Leader
 
Prepare a 3-minute speech to be delivered at the Spring Conference answering the following question:  Discuss the significance of one of the four Phi Theta Kappa hallmarks

 
Prepare a letter of interest addressed to the members of the region.
 
You will have two minutes to introduce yourself, and three minutes to answer relevant questions from a panel, unless time constraints require the time allotment to be adjusted for any reason.
 
Newly elected officers will meet with the Regional Coordinator immediately following the Spring Conference, to schedule the first meeting of the new officer team.
 
Include this page with the nomination packet.
******************************************************************************
Candidate Application Packet Checklist
________Candidate Application Requirements Form (Part I)
________One letter of recommendation (See Part I instructions)
________Qualification Statement/Declaration of Candidacy Form (Part II)
________Nomination by Chapter Essay (Part III)(to be published for distribution at the Spring 
Conference)
________Letter of interest from candidate (limited to one page)  (to be published for distribution at
 the Spring Conference)
Included are the above nomination materials for Ms. Mr. Mrs. _______________________________
of the _________________ Chapter, running for the Regional Office of________________________
Date Mailed: ______________ By: _________________________________________(name & title)
Declaration of Candidacy for Regional Office:  Part II
Qualification Statements
 
If selected, the candidate holding an office of the Greater Northwest Region must satisfy, and maintain for the duration of the term in office, the following requirements.
 
Must have met the requirements for membership, having been duly inducted into Phi Theta Kappa International Honor Society.
 
Must be an active member of an active chapter.
 
Must maintain the standards necessary for membership in his/her chapter.
 
Must currently be enrolled in an accredited two-year college in the region, pursuing an associate degree program, and continuing to be enrolled throughout the academic year.
 
******************************************************************
 
We, the undersigned, pledge that this candidate meets all of the eligibility requirements, as specified above, and that this member is fully supported in his/her endeavor to run for and hold an office in the Greater Northwest Region of Phi Theta Kappa, should he/she be elected. We agree to the financial responsibilities as stated on in the Regional Financial Responsibility Document. 
 
Chapter Advisor:                                                                                                                ______________
College President:                                                                                                                                                         
Advisor’s Phone Number: (   )__________________Time to Call:__________________________
 
As a candidate for a regional office in Phi Theta Kappa of the Greater Northwest Region, I am aware that it is an honor to be selected as a leader in the scholastic Society for two-year colleges.  I am aware that with the honor comes the obligation to support the principles for which the Society stands and to fulfill the responsibilities of my office.  I commit myself to support and promote the ideals, goals, and programs of Phi Theta Kappa.  
 
Candidate Signature:                                                                                                                                                    
Candidate Name (please print):______________________________________________________
Office Candidate is Seeking:________________________________________________________
 
Declaration of Candidacy for Regional Office:  Part III
Nomination by Chapter
 
Nomination by the candidate’s chapter is to be submitted as part of the candidate packet, due February 25th.   Please submit a summary of the candidate’s leadership abilities, dedication to Phi Theta Kappa, and contributions he/she has made to the Chapter and the Region in the space below.  Nominations should be typed, written in third person, double-spaced, and limited to the space on this form.
 
Candidate:_______________________________________________________________
Position:________________________________________________________________
College: _______________________________________________________________
 
Chapter: ________________________________________________________________
Please note whether this candidate would be willing to run for another position, should a second round of voting be required at the convention?                            Yes                              No
