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THE REGIONAL SERVICE OFFICER ADVANTAGE PROGRAM

ATTACHMENT #1:  SCOPE OF SERVICES
 (From – to   - )
The Transpire/Regional Service Officer (RSO) shall perform the following duties in fulfillment of the terms of the attached Contract.

MEMBERSHIP
1. Market to and recruit new members to include the development of a targeted marketing campaign.
2. Send membership notices to agencies and individuals in advance of renewal date.

3. Send follow-up notices to agencies and individuals to collect late renewals, if any.

4. Maintain database of current membership records with a variety of “sort” fields for use in membership mailings, newsletter mailings, and other such correspondence as may be required.  Receive and deposit dues payments.

5. Transmit meeting notices and other notices as required.

6. Respond to membership inquiries in a timely manner.
BUDGET AND FINANCE
1. Maintain a balanced checking account at all times.
2. Invest excess funds in Certificates of Deposit.

3. Maintain an investment register.
4. Balance bank statements and prepare records to forward to Treasurer and/or accountant (monthly reports).  
5. Assist Budget Committee with development and preparation of annual budgets.

6. Maintain budget; review income, expenses and oversee budget for overruns.

7. Maintain updated fiscal policies.

8. Assure Certified Public Accountant conducts an audit of the Region bi-annually.

9. Receive funds, including but not limited to annual dues, registration fees, and contributions for the region and prepare and issue payment for expenses as approved by the President or Executive Board.  Using Quick Books software, maintain the financial records for the region and prepare monthly (to be received by the 15th of the following month) and year-end (to be received by January 31 of the following year) financial reports for the Executive Board. Prepare and submit the annual IRS tax return required for non-profit agencies (with the assistance of CPA). 
10. Conduct and maintain an inventory of equipment, furnishings, etc. and provide status report as requested.
PUBLICATIONS
1. Maintain the Region’s website.

a. Post information on current housing issues.

b. Post information on current regional activities.

c. Review and update website monthly.
d. Review effectiveness and present suggestions for improvement to the Board.
2.  Produce and distribute a newsletter quarterly with such assistance as may be needed with design, layout, printing and distribution. Such activities shall include solicitation of advertising to produce revenues and information/articles for inclusion in the newsletter.
3. Explore the use of social media and electronic newsletters as new communication methods and tools for the Region.
TRAINING
1. Research and determine the need for professional development programs and strive for the highest quality and most cost-effective professional development deliveries, seeking to schedule sessions at the most appropriate and cost-effective times and venues, and making all other arrangements necessary to ensure successful programs.
2. Develop all materials, brochures, mailings and make arrangements for presenters and programs necessary to conduct training sessions and workshops authorized by the Region.  
3. Maintain the registrations, collections of monies, etc., as necessary to conduct such training.

4. Deposit fees into bank and maintain accounting for all monies.
5. Provide a detailed report to the Board on each training, workshop and conference.

6. Recommend training sites, dates in cooperation and coordination with Site Selection Committee.

7. Market training session and workshops by website and electronic communications and/or mailed notices.
MEETINGS
1. Develop meeting agenda and programs in coordination with applicable regional leadership for all meetings, conferences and training sessions.

2. Serve as the lead person in establishing dates and locations for future conferences/meetings as directed by the applicable regional leadership.   Per confirmed dates/locations, negotiate and manage contracts with host hotels and facilities accordingly. 
3. Develop meeting notices, agendas, hotel information, etc., and distribute to members and non-members in the Region, or to other states, as determined.

4. Prepare agendas and arrange for speakers and presenters.

5. Oversee the production and distribution of printed and/or electronic materials, including pre-conference marketing materials, registration forms, name tags, conference/workshop packets, etc. 
6. Market conferences and meetings via website and electronic communications and mailed notices.

7. Prepare registration packages for all attendees.

8. Receive registration forms and fees.

9. Issue on-site receipts.

10. Deposit registration fees.

11. Handle registration at meetings with assistance of host agency.

12. Make special arrangements for out-of-town speakers, presenters, etc.

13. Coordinate all meeting activities, meeting room arrangements, meals, banquets and breaks with hotel.

14. Settle account with hotel and facilitate payment of legitimate bills.

TRADE SHOW, ADVERTISERS, AND SPONSORS   

Produce and manage the trade show; recruit advertisers and sponsors, including but not limited to, the following activities:
1. Maintain exhibitor/advertiser/sponsor roster.

2. Solicit exhibitors/advertisers/sponsors. 

3. Receive and deposit fees.

4. Coordinate exhibit booth space; set-up and tear-down, with general service contractor and exhibitors.

5. Coordinate exhibitor registrations, arrangements and work with exhibitors as needed during meeting to assure maximum opportunity for successful exhibitor show.
6. Make arrangements for donations.

7. Develop a recognition program for vendors to assist in long-term commitment agreements with region.

TRAVEL
1. Attend, when required to, the National Conference and Exhibition, Summer Conference and the Legislative Conference.  This includes the attendance of applicable RSO meetings, BOG meetings and/or committee meetings.

2. Attend the Region’s Executive Board, Special Standing and Ad Hoc Committee meetings or any other special meetings as directed by the Regional President or Board.
3. Travel as required to administer the duties of the region.

MISCELLANEOUS 
1. Coordinate Regional activities with HUD, NAHRO, State Chapters of the Region, and other housing associations and groups.
2. Write grant proposals to potential funding sources of Regional activities and programs as may be determined appropriate.  Coordinate the implementation of successful grant proposals with funding sources. 
3. At the direction of the Regional Board, special projects may from time to time be designed and contracted by the Executive Board with Transpire/RSO at a mutually agreed to rate of compensation.

4. Provide administrative support to the NAHRO Legislative Advisory Committee.

5. Maintain official minute- books for the region.

6. Maintain current list of the region actions.

7. Assist Nominating Committee and Secretary with the nomination and election process.  Respond to correspondence and phone calls pertinent to the region’s business.

8. Communicate with members via newsletter, website and electronic communications.

Performance Criteria   

The following are performance criteria upon which Transpire/RSO performance may be measured: 
1. Planned, coordinated and delivered successfully the Region’s Annual Conference.  

Performance measures may include:

A. Conference delivered without any major problems that could be directly linked to the RSO’s performance;
B. Participants’ evaluations of the conference and evaluations and interviews conducted by the Executive Board; and
C. The Conference budget was substantially followed and results in a net surplus
2. Administrative functions were performed satisfactorily (with respect to accuracy and timeliness) and may include:
A. Financial reports and financial management of the Region’s assets;
B. Correspondence (thank you letters, etc.);
C. Notices of meetings;
D. Distribution of minutes and other documents;
E. IRS 990 Form filed accurately and in a timely manner; 
F. Dues collections;
G. Elections (every two years);
H. Membership records; and
I. Maintenance of the Region’s website.
3. Professional Development activities were successful, relevant and of high quality.
4. Newsletter produced with content/design meeting the Region’s guidelines.
5. Scholarship Program activities were delivered on time and the programs were administered properly.     
6. Legislative Committee support activities were fulfilled (scheduling of conference call meetings, minute taking, and other related duties).
7. Program Development, which could include the number of innovative programs, events, and activities suggested by the RSO and undertaken.
8. Added value performance: special efforts demonstrated and made on behalf of the Region.
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