Summary of the Executive Office Liaison Role within the CIG Division

Below is a summary of the support given to the Commission and Interest Group Division (CIGD) by the Executive Office Liaison.
1. Provides primary, consistent contact in the Executive Office for Commission Chairs, Interest Group Chairs, Potential Interest Group Chairs, CIG Division Representatives, and CIGD Steering Committee members.
2. Provides support for and assistance with CIG Division administrative functions, including

· Preparation of meeting/training materials, agendas, annual reports, and meeting minutes
· Revision of support materials, such as CIGD brochure, meeting feedback form, orientation materials, reporting forms, and Chair Handbooks
· Implementation of overall Division goals and activities

· Coordination of conference calls as needed
· Membership status checks of potential unit leaders, volunteers, and committee members
· Provision of budget reports and assistance with supplemental budget requests

· Preparations for CIGD Fair at the annual conference

· Provision of sample feedback forms for use by Chairs at annual unit meetings

· Scheduling of newsletter content articles by the CIGD chairs

3. Provides web site support.

· Facilitates updates made to Division web pages.

· Facilitates updates made to individual commission and interest group web pages.

· Updates Division leadership information when new leaders take office.

· Posts information on awards received by unit members.

4. Facilitates communication among unit chairs and their respective members.
· Sends e-mails from chairs to current members of respective units upon request.

· Posts reports, newsletters, and content resources to unit web pages.

· Facilitates manual updates of list serve subscribers as needed or requested, and requests establishment of new listserves as appropriate.

· Provides unit member lists at fall conference and upon request.

· Assist chairs with finding ways to involve unit members in activities, programming, and publications within NACADA.

5. Facilitates Leadership transitions and orientation.
· Assists with solicitation of potential candidates for elected chair positions and of persons interested in serving as appointed interest group chairs and steering committee members.

· Provides historical information to incoming chairs and division representatives.

6. Assists with award recognitions of unit members.

· Facilitates Service to Commission Award guidelines and processes.
· Provides Commission and Interest Group Chairs with annual list of award recipients in their respective units.

7. Provides reminders to Commission and Interest Group Chairs.
· Sends monthly e-mail reminders with upcoming deadlines and announcements.

· Contact chairs periodically regarding status of established goals and activities.

· Updates CIGD Timeline as needed.

8. Assists members interested in establishing potential new Interest Groups and helps to facilitate the process.[image: image1.png]



