Association of Nutrition and Foodservice Professionals (ANFP)
JOB DESCRIPTION
I.
POSITION TITLE:


Chair Elect
II. POSITION SUMMARY

Assumes the responsibilities of the chair of the board in his or her absence. Assists the chair of the board in carrying out the function of that office and performs specific duties delegated by the chair. Serves on the Board of Directors and Executive Committee, and chairs the Investment Committee. 
III. RESPONSIBILITIES

· Assume the duties of the chair in his or her absence
· Formulate committees/task forces to serve during the term as chair

· Prepare goals to be implemented during term as chair

· Attend all board of directors and executive committee meetings

· Prepare for meetings by submitting issues for the agenda, submitting reports for board review, and thoroughly reviewing all agenda materials provided

· Participate in board meetings through active discussion of issues, review of reports, participation in decision-making and supplying pertinent input

· Maintain confidentiality of all information discussed and presented at board of directors and executive committee meetings

· Represent the viewpoint of membership and act in the association’s best interest in board decisions

· Approve budget, create and monitor policy, provide oversight

· Establish lines of communication with members and staff, actively soliciting information and input to support adequate data for decision-making

· Function as a liaison to staff committees and chapters, as assigned
IV. QUALIFICATIONS
· National ANFP board experience

· Understand and support the association’s mission, goals, bylaws and operating procedures

· Familiar with parliamentary procedures and Roberts Rules of Order

· Understand, support and promote the association’s Code of Ethics

· Demonstrate ability to represent membership through previous volunteer experience

· Proven ability to schedule, organize, and maintain routine and/or new functions and assignments

· Possesses good verbal and written communication skills

· ANFP membership for three years or more 
· CDM Credential

· Willingness to serve on national board committees and task forces as needed

· Written support from supervisor for required time commitment

· Currently employed full time in the non-commercial food service industry
· Current resume highlighting work and volunteer experience and education

