Elections are Coming!  Elections are Coming!  It’s time to Run … not for the hills, but for a Chapter Officer position

2012 is an election year not only on the national political scene, but also within FEW.  New officers will be elected at the National Board, Regional Board, and Chapter Board levels.

For the Chapters, that means electing a President, Vice President, Treasurer, and Secretary to serve from July 2012 to June 2014.  Here’s what you need to know to make an informed decision about whether you want to throw your hat in the ring.

What does the President do?

· The Chapter President provides oversight, guidance, and vision to the chapter leadership and members.

· Having goals and a clear vision of what you want the Chapter to accomplish in the next 24 months is important to success.

· Clearly communicating the vision to the Chapter Board and membership to ensure buy-in is key to success.

· Ensuring the Chapter meets its obligation to present information on FEW’s focus areas during the program year is a requirement.

· The four focus areas are Compliance, Congressional Relations (Legislation), Diversity, and Training.  The four VPs at the National level for these areas are available to assist either in person or by call-in to ensure the information is delivered.

· Ensuring the Chapter submits its quarterly reports timely and accurately is another requirement.  This does NOT mean that the Chapter President has to submit the report.  It DOES mean that the Chapter President works with the Chapter Secretary to ensure the Secretary has the information needed well in advance of the due dates to ensure timely and accurate submission.

· The Chapter President also represents the Chapter during the monthly Regional Board meetings, holding one vote for the Chapter.  

· The Chapter President also represents the Chapter before IRS management, at special events (whether with other employee organizations or within FEW, such as at the Chapter Presidents’ Leadership Forum, Regional Training Programs, and/or National Training Programs, just to name a few).  

· The Chapter President works closely with the Chapter Secretary to set the agenda for the monthly meetings that the Secretary will issue to the membership at least a week prior to the meeting date.

· The Chapter President communicates closely with the Vice President to ensure readily available back-up, sound out concepts and ideas, and ensures Program Overfsight is in place.
· The Chapter President communicates closely with the Regional Manager, Regional Representative, and National Board of Directors to respond to queries, provide information, and attend events when required.

· Work closely with the Treasurer to ensure all bills, invoices, and other means of indebtedness are cleared timely (usually within 7 days after receipt).

What does the President do? (cont.)
· SKILLS USED/DEVELOPED:

· Leadership

· Communication

· Presentations (oral and written)

· Delegation

· Decision-Making

· Project Management/Oversight

· Networking with others inside your agency and from other agencies you might not otherwise have an opportunity to meet

What does the Vice President do?

· Everything the President does as the Vice President serves as the primary back-up and first successor in the event the President needs to resign/step down for any reason during the term in office.

· Stays in close contact with the Chapter President to ensure availability and ability to stand-in for the President whenever required, to include chairing monthly meetings, participating in Regional Board meetings, serving as the Chapter representative at events when the President is not available; accompany the President whenever possible to special events.

· Provide program oversight to ensure meetings are scheduled timely; speakers have access to the building, if needed; the four FEW focus areas are covered during the program year (July to June).

· SKILLS USED/DEVELOPED:

· Leadership

· Communication

· Presentations (oral and written)

· Delegation

· Decision-Making

· Project Management/Oversight

· Networking with others inside your agency and from other agencies you might not otherwise have an opportunity to meet

What does the Treasurer do?

· Receives income from fundraisers and deposits the monies timely into the appropriate account(s), as established by the chapter (e.g., checking, savings, scholarship, etc.).

· Receives and processes paper membership applications timely.  NOTE:  This is becoming a less desired means of applying for members, as FEW has developed an on-line membership application process.  However, some people still prefer to turn in a paper application with a check rather than use a credit card, so Treasruers are required to understand the paper process.

· Review the paper application to ensure all information is correctly filled in.

· Review the paper application to ensure the name of the Chapter is correctly filled in.

· Review the check to ensure it is made out to FEW for $45.00

· Make a copy of the application and check to keep with the historical financial records, noting the date when the application was mailed on the copy.

· Mail the paper application with the check enclosed (not stapled) to:

· FEW

· P. O. Box 75551

· Baltimore, MD  21275-5551

· NOTE:  IF THE ADDRESS IS NOT WRITTEN CORRECTLY, THE APPLICATION WILL BE RETURN UNPROCESSED.

What does the Treasurer do? (cont.)
· Paper applications must be processed within seven (7) days of receipt to ensure they are received timely at the lockbox in Baltimore and processed by Talley Management Company to show up on the Chapter’s following month’s roster.

· Timely disburse payments for invoices, bills, or other means of indebtedness for the Chapter.  NOTE:  Invoices, bills, or other meansof indebtedness should be cleared within seven (7) days of receipt, if possible.  If questions arise concerning billing, resolve the questions as quickly as possible to remit payment.  Keep any and all documentation related to the question(s) and resolution for the financial historical record.

· Close the records at the end of each FEW fiscal year by reconciling all paperwork with the bank statements as soon after September 30 annually.  If the Chapter has established a Finance Chair, meet with the Finance Chair to conduct the reconciliation meeting.  Note and bring forward to the Chapter President any discrepancies in accounting.  FEW’s fiscal year is October 1 to September 30.
· Report to the Chapter membership on a monthly basis the basic information regarding the status of the chapter’s finances (i.e., balances in the checking, savings, and scholarship fund, if applicable; any expenditures for the month; any income for the month; and, the current months total assets)

· Report to the Chapter Board whenever the Board meets independent of a general membership meeting on the status of the chapter’s finances

· Recommend to the Chapter Executive Committee and Board whether a planned expenditure is fiscally responsible at the time it is anticipated an expenditure will need to be made (e.g., the Chapter Board wants to purchase a give-away item for an upcoming event; the Chapter Board proposes spending up to $25 from the checking account to cover the expense; the checking account only has $15 in it after all bills were paid from a previous event; the Treasurer would recommend (1) moving money from the savings to the checking to cover the new expenditure OR (2) that the Chapter not make the expenditure until the next automatic deposit from National FEW occurs for new and renewing members that will add money to the checking account).

· SKILLS USED/DEVELOPED
· Mathematics

· Analysis

· Basic accounting

· Excel

· Communication (verbal and written)

· Persuasiveness/influence

· Presentations

· Networking with others inside your agency you might not otherwise have an opportunity to meet

What does the Secretary do?

· The Secretary works closely with the Chapter President to ensure the agenda for meetings is sent out at least one week in advance to the appropriate participants (e.g., the agenda for an executive committee meeting would be sent to the Chapter President, Vice President, and Treasurer; the agenda for a Chapter Board meeting would be sent to the elected officers and all chapter committee chairs; the agenda for a general membership meeting would be sent to all members).
What does the Secretary do? (cont.)
· The Secretary records the highlights of Executive Committee, Board, and General Membership meetings, continuing to establish the historical record for the Chapter.

· Meeting minutes are to be submitted to the Chapter President for review within three days of the meeting.

· Meeting minutes are to be submitted to the participating members of the meeting with the agenda for the next meeting they will attend.

· SKILLS USED/DEVELOPED:

· Communication (written and oral)

· Presidentations

· Coordination

· Interpersonal

· Persuasiveness/influence

· Grammar

· Proofreading

· Networking with others inside your agency you might not otherwise have an opportunity to meet

WHY SHOULD I RUN FOR OFFICE?  All of the above reads like a lot of work.  That’s true.  There is work involved.  
However, the benefits in terms of day-to-day skills you can translate to a job and resume far outweigh the work involved.

By working with people you might not otherwise have an opportunity to meet, whether it is within your agency or reaching outside of your agency, you are widening your personal network of contacts.  That is also a transferrable asset to your day-to-day job.  If your manager comes to you and needs information that is only available through another office within your agency or beyond, by being an active officer of your Chapter, you have increased your likelihood of knowing who to call or contact for that information; thereby, becoming a more valuable member of your office staff.  As you progress up through your Chapter to hold a Regional position or look to the future when you will run for a National Board of Directors position, your personal networks increase exponentially.  It begins by becoming an active member within your Chapter.  

Keep in mind that every FEW President from Allie B. Latimer (the first President) to Sue Webster (the outgoing 2011 President) started as a FEW member and moved up through the organization, just like you.  Some of the past Presidents have been shy and had to overcome that shyness in order to grow personally and professionally.  Some have had speech impediments that could have held them back, but they persevered to make presentations to Members of Congress.  Still others have had to overcome barriers in the workplace that were holding them back.  But they all did persevere and have gone on to lead our national organization.  There is nothing holding you back from having the same dream!  It begins by becoming an active member within your Chapter.

What Can You Do Now to Prepare Yourself for the Future within FEW?  

· Start talking now to the current officers about what they do.  Ask to shadow (be invited to participate with) the officer whose office you’re interested in running for in 2012.

· Talk to the Regional Manager about what is expected of the Chapter by the Regional level.

· Contact the Vice President for Membership and Chapter Organization (MembershipVP@few.org) to ask question about expectations for chapter officers by the Natonal level.

· Call in to a Regional Board meeting to hear what issues, programs, and projects are available as you look to move up in the organization in 2014 and beyond.

· Respond when a call is made to fill a vacant position on the Chapter Board.

· Respond when a call is made to fill a vacant position on the Regional Board.

· Respond when a call is made to participate on a national level committee to represent your Chapter and Region.

· Complete your agency’s individual development plan paperwork, identifying FEW as a training organization of choice.

· Talk to your manager about what you are learning and what you will be learning as you become more active within FEW, emphasizing the skills you are developing or honing that you use every day on the job.
When the Call for Nomination opens in February 2012, you will be ready to answer!
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