MSLA Executive Board Job Description Template

Title:  Awards chair
Definition: 
1.  Attend executive board meetings

2.  Prepare annual reports and action plans

3.  Promote various awards to the membership 

and the Massachusetts school library

community in a timely manner

4.  Review and update awards information on MSLA web pages

5.  Solicit applications and nominations for all awards

6.  Assemble committee to select award recipients

7.  Notify winners and nominators and provide them 

with conference dates and registration information

8.  Attend to conference details

a.  Be sure all winners are registered, have badges, and will be 

greeted upon arrival

b.  Arrange for award checks with treasurer two weeks in advance

c.  Purchase recognition awards and prepare certificates

d.  Present awards during either banquet dinner or keynote speeches

e.  Publicize award winners to newspapers, schools, and elsewhere 

as appropriate
Supervises:  Awards committee members
Collaborates with:  Public relations, Forum, Area Directors,  Conference, Treasurer, Executive Director, President
Reports to:  President
Recruits How:  listserv
Needs $$ for:  prize money, recognition awards, committee meeting expenses
