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	Name:
	

	Job Title:
	Education and Development Pillar Chair

	Member, Board of Directors:
	Yes

	Term of Office:
	3 years:

Year 1 – Annual Meeting Chair Elect 

Year 2 – Annual Meeting Chair

Year 3 – Education and Development Pillar Chair
	Member, Executive Committee:
	Yes

	Route to Office:
	Elected
	Voting Member of the Board:
	Yes

	Accountabilities:
	Team Member, Presidency member over Member Resource Committee

	Committees Headed:
	Education and Development Pillar
	Committee Member:
	Annual Meeting Committee



	Position Purpose: 
	The purpose of this position is to act as a mentor to the Annual Meeting Chair and provide guidance in the planning, preparation and evaluation of the UAND Annual Meeting.  



	ESSENTIAL JOB RESPONSIBILITIES

	· Job Function:  Board Responsibilities
1) Attend quarterly Board of Directors Meetings whenever the Annual Meeting Chair is unable to attend. 

2) Attend committee and planning meetings for the Annual Meeting.

3) Assist with the planning and preparation for the Annual Meeting activities.




	· Job Function:  Annual Meeting Committee
          Assist the Annual Meeting Committee Chair, select dietitians from at least four areas of practice and at   least two different geographical regions to serve on the annual meeting planning committee.

1) Attend regular meetings with annual meeting planning committee to discuss meeting details and delegate responsibilities to committee members.

2) Provide mentorship and assist in the  efforts of committee members to ensure meeting preparations are being carried out in an efficient and timely manner; preparations include:

a) Poster Session – Call for abstract, selection, communication with poster participants, day-of preparation and direction.

b) Speaker Selection – Selection of speakers based on topics requested by previous year’s evaluation, board members, “hot” new topics, etc.

c) Grant submission and acquisition.

3) Assist board in identifying possible members to work as future Annual Meeting Chair and Annual Meeting Chair Elect.




	· Job Function:  Annual Meeting Program Details
1) Provide mentorship  and assist in the selection of the annual meeting site. 

2) Provide mentorship  and assist the Annual Meeting Chair to plan meeting organization, set up, meals and breaks.

3) Provide mentorship  and assist the Annual Meeting Chair to correspond with all annual meeting speakers to ensure they receive pertinent information regarding their role as a speaker, as well as any needs they may have as a speaker.

4) Provide mentorship  and assist the Annual Meeting Chair to compile annual meeting syllabus and oversee its production.

5) Provide mentorship  and assist the Annual Meeting chair with the production of all marketing and registration materials (i.e. postcard, registration brochure, and/or online registration sites.

6) Provide mentorship  and assist the Annual Meeting Committee to help increase participation at annual UAND meeting by 5% each year.

7) Provide mentorship and assist in ensuring that sessions at conference that assist in meeting current UAND board goals.

8) Complete Strategic Plan responsibilities.




	· Job Function:  Financial Accountability
1) Provide mentorship and assist in the management ofexpenses for annual meeting responsibly.




	· Job Function:  Education and Development Pillar Chair

1) Lead the Strategic Planning for the Education and Development Chair

2) Coordinate two to three additional education opportunities each year for the members.

3) Attend all board meetings and provide report on pillar activities

4) Recruit new pillar  members.

5) Provide initial training and mentoring to pillar members


	MINIMUM QUALIFICATIONS

	Must be a Registered Dietitian with excellent communication, organizational and customer service skills. Must be able to work independently with very little supervision, meeting deadlines and goals as required. 



	PREFERRED QUALIFICATIONS

	Helpful to have served on the Annual Meeting Planning Committee previously.



	

	GENERAL PHYSICAL DEMANDS & WORKING CONDITIONS OF JOB

	Must be able to work effectively under high stress conditions.
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