Corvallis Art Guild

Program Chair

Job Description

The Program Chair arranges for an educational/informative program for each of eight regular monthly meetings of the Corvallis Art Guild. Meetings which normally include guest speakers are September, October, November, January, February, March, April and May.  Historically there has been no meeting in December (although a social party may be scheduled), June (occasion of annual election of officers at a potluck social), July (meeting focuses on Clothesline Art Sale) and August (Clothesline Art Sale).  

Responsibilities:

At the beginning of the fiscal year, identifies a list of possible topics for the monthly general membership meetings. Discusses these possibilities with the President/Board in order to reach a general agreement for the overall focus of the programs.
Contacts potential speakers to solicit their agreement to present a program on the chosen topics.

Meets with selected guest speakers to discuss their area of expertise so as to clearly identify the focus of their presentation and agree on the subject, equipment requirements, length of presentation, date/time of presentation, etc. 
Informs speaker of the standard fee which the CAG pays its program presenters. Arranges for the Treasurer to have a check prepared to present to the speaker at the end of the meeting.
After consultation with the speaker, writes and submits publicity information for each monthly CAG newsletter/web page news item describing the speaker and program briefly.

Makes sure that all necessary equipment (i.e., slide projector, overhead projector, screen microphone, table, etc.) is ready for each program.

Arranges for the setup and take down of the room for meetings. 
Introduces the guest speaker at the meeting or arranges for someone else to make the introduction.

Sends the guest speaker a note of appreciation after the presentation.

Keeps the CAG Board current on program planning.

Attends the monthly CAG  Board and general membership meetings.
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