Administration or Coordinator Duties

Meeting Preparations

· Notification/Agenda

· Logistics

· Meetings – minutes and circulation

· Produce monthly Calendar

· Contact lists – updating [community members, new companies changes in contacts for member companies

· Contacting new operators in area to encourage joining
Media

· Press release 

· Newsletters
· Webpage

Office

· Stakeholder inquiries 
· Provide information 
· Phones, filing, and other general office duties
·   Coordinate information events
· Track budgets and expenses to budgets

· Membership billing
·   Maintain relationships and add to volunteer base

·   Minimize costs with donations
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COORDINATOR TASKS AND PERFORMANCE CONTRACT 

OBJECTIVES

Time Management

· Meeting time required vs. necessary

Web page management

· Overhaul existing

· Maintain current

· Who should do this

· Training

Communication

· Stream line mode of communication

· Evaluate who should receive what information

· Establish some minimum requirements for receiving information

Special Project

· Define what a special project is 

· Establish guidelines for time allocation to these projects

Board of Directors

· Establish protocol for communication with board of directors

· Weekly update on tasks being done

· Monthly time allocations update

· Quarterly review performance contract

· Prepare a summary report for annual general meeting

