LEADERSHIP TEAM ROLES

You could help to make a real difference in growing your Chapter by participating in a Leadership Team role. One of the benefits is that there will be increased exposure for you and your business to fellow members and visitors. 

Here are the responsibilities of each Leadership Team member.

CHAPTER DIRECTOR

· Runs each meeting, ensuring that it keeps to time
· Creates an upbeat tone for the meeting

· Pre-meeting - liaises with Membership Coordinator regarding visitors due to attend

· Personally welcomes each visitor and introduces them during the meeting

· Liaison with BNI Directors

· Liaison and coordination of the Leadership Team and running the monthly meeting
· Induction of new members

MEMBERSHIP CO-ORDINATOR (This role is supported by the Membership Committee members who share these tasks)

· Statistics and feedback on the Chapter’s performance
· Specific on membership types

· Chairs the Membership Committee meetings monthly, after the main meeting

· Discipline and follow-up relating to absenteeism

· Visitor follow-up: the joining process, informal interviews (what is their potential to bring business and suitability for Chapter members to give them business); business references
SECRETARY TREASURER 

· Processes paper work for membership payment and standing order for breakfast fees

· Advises chapter of outstanding dues.

· Makes sure all the stationery is in place and that the chapter box is topped up

· Manages the renewal of members 

· Manages the 10-min speaker slot, allocates dates to members, introduces each speaker
· Enters visitors details onto BNINet
VISITOR HOSTS (This role is carried out by a team of members who share these tasks)

· Arrive by 6.30am to set up and man the sign in table
· Welcome visitors when they arrive and introduce them to the Chapter Director
· Circulate during the open networking before each meeting
· Sit next to visitors, make them feel comfortable
· Conduct visitor orientation - convert them into members
· Ensure the Secretary/Treasurer has the visitor sign in sheet and cards
EDUCATION CO-ORDINATOR
· A dedicated and enthusiastic member who will help to ensure that the chapter runs smoothly

· Assign a member each week to report back to the chapter a topic that will enhance the members’ networking skills ie someone who has just attended a workshop
· Educates members on training articles published in SuccessNet, Dr Misner’s five books
EVENTS CO-ORDINATOR

· Help increase members’ business by promoting events & activities outside the meeting

· Co-ordinating chapter social events & BNI Social Events ie Golf Day

· Reports to the Chapter Director & assists Sec/Treasurer to manage events funds
· Co-ordinate members’ regular attendance at training events
