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Officer Duties
Immediate Past Head

Revise annual report


Send appropriate sponsorship thank-you notes


Chair nominating committee


Set up Past Chairs get together at convention

Head

Division representative to Council of Divisions and national office


Monitor, with secretary/treasurer, the Division’s finances; submitting refund requests



(e.g., speakers’ gifts, mid-winter’s $300 allocation, etc.)


Newsletter Copy


Annual Report


Mid-winter, assist with programming 


Programming oversight – ensuring we’re meeting PF&R, Research & Teaching



responsibilities


Conceptualize auxiliary activities at annual conference (pre-conference sessions,



socials, tours, etc.)


Assist officers as needed 


Create and monitor PRD calendar, in conjunction with Council of Divisions and 



National calendaring


Sponsorship


Information resource for requests


Check By-laws, need updating?


Agenda for convention meeting


Attend Council of Divisions meetings at convention

Vice-head (Program Chair)

Distribute call for proposals through variety of channels (e.g., annual conference,



newsletter, listserv) and receive panel submissions


Coordinate selection procedure for programming suggestions (recommend a peer

 

evaluation prior to submitting final program proposals to national)



Work with other division program planners for co-sponsorship opportunities


Assist head in developing auxiliary activities at annual conference


Get panel suggestions (recommend peer evaluation prior to submitting to national)


Attend Mid-winter for program scheduling


Notify individuals with panels accepted with co-sponsor, not accepted, etc.


Coordinate collection and reporting of panel titles and panelists and submit to national

 

for printed program


Assist panel chairs as needed, and assist with any other scheduled events such as tours,

 

luncheons, socials


Coordinate all support details for conference  (e.g., A-V requests, funding

 

opportunities for panelists, listing professionals for complementary registration, etc.)


Send out division programming information to newsletter editor, chair and others who

 

may request information


Work with vice-chair elect to prepare him or her for this role


Manage the program (Chair will need info for the annual report regarding program;



others may request info.; assist with any other scheduled events such as 



tours, luncheons, socials)


Work with Chair on Annual report, esp. with regard to programming issues


Recruit and appoint appropriate officers and chairs (it would be helpful to consult with

 

nominating committee, chair and especially vice-chair elect in this process)


Manage Incoming Exec meeting at Convention


Set Goals for following year


Attend Council of Division meetings and Division Head training session

Vice-head elect

Create panel proposals for mid-winter consideration


Put together one panel, co-sponsored


Attend Mid-winter meeting to assist in programming


Provide support materials for division meetings at conference (evaluation forms, call for

 

proposals, etc.)


Distribute and collect evaluation forms for Division panels  (Head and Vice-head should

 

help with distribution and collection of forms)


Collate and report on results of evaluations, and submit to division head, vice-head and



all panel coordinators


Attend Council of Divisions training session at conference

Research Chair

Conduct research paper competition (inc. promotion of competitions to both faculty



and students; may work with graduate liaisons to reach students)


Submit competition forms to national (calls for papers, results, etc.)


Coordinate with Chair and Vice-Chair


Assist in meeting research goals of division


Provide research data for annual report


Attend Council of Divisions Research Chair training session at convention

Teaching Chair

Conduct research paper competition (inc. promotion of competitions)


Submit competition forms to national (calls for papers, results, etc.)


Coordinate with Chair and Vice-Chair


Assist in meeting teaching goals of division


Provide teaching data for annual report


Attend Council of Divisions Teaching Chair training session at convention

PF&R Chair

Coordinate assignment of newsletter articles covering PF& R issues


Assist in meeting PF&R goals of division



Recognize need for in-convention and out-of-convention activities


Provide PF&R report for inclusion in annual report


Attend Council of Divisions PF&R Chair training session at convention

Secretary/Treasurer

Take notes at business meeting (for the year elected to serve)


Submit condensed version for newsletter (fall)


Bring full version to next year’s business meeting for approval


Make financial report to division


Work with Head on budgetary matters

Elected and Appointed Delegates

Serve positions on Executive Committee to provide general counsel


Other duties assigned as needed by division

Membership Chair

In coordination with Chair, set membership goals


Develop membership materials


Attend AEJMC new member breakfast at convention


Try to identify new members at convention


Coordinate efforts with Graduate Student Liaison and Research Chair to promote



membership to graduate students


Promote convention especially to peers at universities in the convention’s host city


Work with ListServ, monitoring for relevant information and posting PRD

 

announcements of benefit to membership

Professional Liaison

Serve as link from division to meet needs of practitioners and professional associations


Seek ways in which the resources of professional associations, firms and practitioners

 

can enhance the research, teaching and professional development of division members


Promote convention to practitioners and professional associations in the convention’s



host city


Assist with sponsorships as needed


Assist as needed to identify professionals to serve on panels

Graduate Student Liaison

Determine opportunities to reach graduate students (membership and research paper



competition)


Promote convention to students attending universities in the convention’s host city and



assist in social activities to involve graduate students during the conference


Assist, as needed, in promoting Student Awards

Student Awards

Manage Inez Kaiser Awards (soliciting sponsors and student applications)


Manage Roschwalb Award (obtain student applications and judging)

Nominating Committee

Manage elections per by-laws (prior to convention, seeking nominations, and managing

 

election of vice-chair elect, secretary/treasurer and elected delegate to the executive committee).

News Journal Editor

Produce and distribute 4 newsletters annually


Assist in recruiting copy writers


Promote convention


Assist in meeting PF&R, Teaching and Research goals through editorial matter


Provide newsletter copies as needed to sponsors, etc.


Coordinate publication of Teaching PR in the Update


Assist in other desktop publishing needs of division

Journal of PR Research

Coordinate with publisher, submitters, judges and authors for quarterly publication


Serve as advocate for research in public relations to professionals and fellow

 

academicians

Teaching PR

Coordinate with News Journal Editor the production of 3-4 Teaching Paper articles per



year (coordinating also with submitters, judges and authors)


Coordinate with Web Master for posting of published articles


Serve as advocate for teaching in public relations to professionals and fellow

 

academicians

Web Master

Update information as needed, especially to review site quarterly for dated material


Maintain technical operations of the site

ALL OFFICERS

Participate/subscribe to PRD ListServ


Provide relevant information to newsletter and annual report


Prepare report (oral and/or written) for annual business meeting


Attend appropriate PRD meetings (incoming executive, outgoing executive, general



business, etc.)

Prepared by Pam Bourland-Davis and William Thompson
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