Past President
The Past President is responsible for working with the President and Admin Council to lend their experience in the successful running of the chapter.
	Specific Responsibilities

	· Advice the President from your experience and knowledge as needed. For example, information on activities (with dates) the president is responsible for, on candidates for Associate Fellow and Distinguished Chapter Service Awards.
· Attend each monthly Admin Council meeting, contributing your ideas and thoughts and voting as needed.
· Attend each chapter meeting and during the networking hour mingle with members’ and guests answering questions about STC and the Houston Chapter and getting to know the individuals.
· Choose a specific chapter committee or project and become actively involved.
· Manage the Past Presidents’ Club; invite all of the past presidents to at least one meeting during the program year; consult the Past Presidents about questions from the President. 

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.
· Prepare a budget of expenses and income.

· Provide monthly activity updates to the President or Director.

· Serve team by eliminating barriers to productivity. 

	Resources Needed

	· Committee members as needed.
· Ability to make and receive telephone calls during working hours.
· Access to fax machine and/or email.

	Meeting Availability

	· As many regular program meetings as possible
· Admin Council meetings


	Deliverables
	Due Date
	Receiver

	Preliminary budget
	July Admin Council meeting
	Administrative Council

	Final budget
	Aug Admin Council meeting
	Treasurer, V-P, President

	Team status report
	Monthly Admin Council meetings
	Administrative Council
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