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ATD-LA 
Director of Communities of Practice
Position Summary: 

The Director of Communities of Practice (COP) will support the work of ATD-Los Angeles and provide leadership and guidance to the Special Interest Groups (SIGs), Geographic Interest Groups (GIGs) and to the board. The Director will serve as a liaison to the leaders of the Special Interest Groups. They will assist Special Division leaders align their goals with the values of ATD-LA.

Time Commitment: 

Term:  Two years (Election held in even-numbered years)
Estimated Time Requirements per month:

· Attending board meetings: 1.5 hrs/month

· Attending Communities of Practice (COP) meetings as applicable. 

·  Communicating with COP leaders and the board

·  Approximately 4-6 hrs/month

Responsibilities: 

COP Duties

· Serves as the first line of contact and resource for the SIGs.

· Ensures that SIG/GIG leaders welcome new members, non-members and guests at 
every meeting.

· In partnership with leaders, keeps track of interested members and forwards information to the Membership Director or President.

· Provides low-cost meetings and ensures meetings break even or make a profit. 

· Works to ensure appropriate coverage and representation at each SIG meeting or event.

· Guides the launch of new SIGs according to member needs and interest.

· Seeks ways to promote participation and attendance at meetings. 

· Keeps track of the monthly attendance reports generated by COP leaders. 
Training

· Recruits and trains incoming Director of Communities of Practice.
· Recruits and trains volunteers to support the COP function. 
Board Role

· Attends and participates in monthly board meetings.
· Reports COP metrics to board at monthly meetings. 
· Reviews monthly Metric and Financial reports and ensures accuracy of profit and losses posted. Alerts the Office Manager of any discrepancies and ensures corrections are made accordingly.
Qualifications: 

· Member of ATD National and ATD-LA chapter.

· Superior skills in oral and written communication, tactful personal interaction, and problem-solving.

· Demonstrated skills in record keeping, and administrative processes.

· Ability to pay close attention to detail.

· Ability to complete projects within established timeframes.

· Ability to motivate and lead chapter volunteers as needed.

· Ability to plan, organize, and evaluate activities required by the position.

· Time to attend board meetings and other chapter functions as required.

ATD Resources:     
Chapter Relations Manager (CRM)
National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)
Sharing Our Success (SOS)

Chapter Leader Community (CLC)
Leadership Connection Newsletter (LCN)
Toolkits
Chapter Leader Webcasts
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