TEAM LEADER JOB DESCRIPTIONS

President:

· Run meeting according to BNI Agenda & Policies

· Responsible that ALL LT members perform their duties as required.

· Responsible for ensuring Visitor Hosts carry out their function.

· Communicate, between BNI Regional Office and Chapter members.

· Listing Chapter’s meeting date & time in local newspaper community calendar

· New Member Orientations

Vice-President:

· In the absence of President, running the meeting according to Agenda

· Maintain attendance and referral records (business generated)

· Chairing the Membership Committee

· Vice President is a voting member of the committee 

· Enters VP Report, PALMS data & any other VP responsibility on www.manhattanbni.com 
Secretary-Treasurer:

· Secretary – Reports speaker rotation each week to Chapter

· Introduces weekly speaker from Bio

· Treasurer - Sending Regional Office monthly Dues Report with new & renewal applications to PO Box

· Uses www.manhattanbni.com to confirm all Due Dates of members & enter all information of visitors to chapter

·  Advising visitors of the “investment to join”.

                       -  Collection of breakfast dues 

                       -  Maintain Chapter kitty

· Reports dropped members via report forms to the regional office.  
Membership Committee:  (2 or 4 members)

· Screening & Interviewing potential new members

· Checking category classifications for conflicts

· Evaluating participation & attendance of existing members

· Evaluating complaints about members (with Director’s assistance)

· Monitoring Chapter Growth

Visitor Hosts:   (2 members)

· Arriving early to set up visitor’s table

· Welcome visitors & follow up

· Introduce visitors to other members

· Conduct visitor orientation at end of meeting 

· Set-up and take down weekly, chapter brochure table

Education Coordinator:

· Select weekly networking tip typically following the BNI theme to present to members.

· Coordinate chapter library.

· Meet with the chapter president to learn about the Chapter’s specific long and short term goals and objectives. 

Event Coordinator:

· To  help increase members’ referral business by promoting events &     

Activities outside of the normal BNI meeting.

· Coordinating arrangements for chapter social events, i.e. outdoor and 

indoor seasonal events.  Ideally these events should occur at least once in every leadership team semester.

· Reports to the president and will assist the Sec/Trea to collect and 

manage any funds associated with said events. 

Mentoring Coordinator (New Program)
· Coordinates new members and members seeking assistance with chapter mentors

· Monitors the progress
