Omega Phi Alpha – Position Description

Title: President’s Council Director
General Purpose of Position:

The President’s Council Director shall work with the National President to help support the local chapter presidents and encourage best practices in chapter leadership.
Classification:  Appointment
Level: National
Relationships to Other Jobs:

Appointed by: 
National President
Accountable to:
National President
Support from:
NEB
Works with:
VP Programs, NEB, Awards Chair, TLCs, Virtual Assistant
Term of Service:
1 year(s) from August to July. May be reappointed subject to yearly evaluation and other considerations. 
Time Commitment: 
5-10 hours/month 
Required Qualifications:  
· Any active or alumna member of Omega Phi Alpha in good standing may be appointed to this position if they have served as a chapter president.
Preferred Knowledge/Abilities/Experiences:

· Familiarity with OPA constitution, by-laws, policies and procedures
· Knowledge of word processing software and adequate typing skills
· Knowledge and access to e-mail
· Effective organizational skills including the handling of papers, files, and electronic documents
· Recipient of the Outstanding Chapter President Award
· Strong presentation and communication skills
Duties and Responsibilities:

· Coordinate the posts for President’s Council 
· Shall respond to correspondence sent to pcd@omegaphialpha.org
· Send reminders to the chapter presidents about council posts, paperwork and award deadlines.
· Assist the Awards Chair by determining which chapter presidents are eligible for Outstanding President Awards
· Encourage support and discussion amongst chapter presidents.
· Counsel chapter presidents on effective leadership practices for running their chapter’s local executive board.
· Assist the National President to ensure all chapter president materials are current and readily available.
· Create new ways to support chapter presidents and encourage them to turn to a national representative when they need assistance.  
Convention/ Midyear Attendance required?  Preferred/No
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