Task List for Board of Director Responsibilities

Position: Education Coordinator
This template is to provide a checklist for new board members to facilitate their transition to their new roles.  The idea is to translate general role descriptions into concrete tasks.  

	√
	When elected, 

before 1st board meeting
	Instructions and/or Tips

	
	Review features of RMC
	See User’s Guide; meet/work with your predecessor

	
	Review documents in RMC
	Programs category of documents, especially information about past events, surveys, etc.


	
	Understand CPLP Requirements
	Review CPLP


	√
	Before Board Meeting
	Instructions and/or Tips

	
	Review action items from previous meeting
	

	
	Prepare Update of Education Goals
	Determine education goals for the month and be able to update any goal progress.


	√
	During Board Meeting
	Instructions and/or Tips

	
	Updates as needed
	

	
	
	


	√
	After Board Meeting
	Instructions and/or Tips

	
	Follow up on action items
	

	
	
	


	√
	Ongoing
	Instructions and/or Tips

	
	Schedule CPLP Training Structure
	

	
	Organize CPLP Training Courses and formats.
	

	
	Recruit other CPLP certified people to help.
	

	
	Create other Education Opportunities
	Work with Community Outreach Coordinator on bringing education into other locations.


	√
	Before Membership Meeting
	Instructions and/or Tips

	
	Prepare updates for memberships
	

	
	
	


	√
	During Membership Meeting
	Instructions and/or Tips

	
	Provide updates on new education offerings.
	

	
	
	


	√
	After Membership Meeting
	Instructions and/or Tips

	
	Follow up with members on requested opportunities for education.
	

	
	
	


	√
	For Other Events
	Instructions and/or Tips

	
	Key contact for all education meetings outside the Board Meeting and Monthly Meeting.
	

	
	Recruit Volunteers as needed
	


Target Groups: CPLP
Other Course Offerings we can advertise: Communications, Soft Skills, Presentation Skills

Can we create courses and offer them to the community?

