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TELECOM PIONEERS ORGANIZATION
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Pioneer Chapter 105

 Role/Portfolio Descriptions

Introduction

As you read through the following role descriptions you will see that there is a four-year commitment for the 1st Vice President, 2nd Vice President and Past President roles.  The Life Members and youth members dedicate two years to the Chapter. This is not a small commitment and many hours are spent on the business side of Pioneering.  That doesn’t mean that volunteering and having fun are lost.  

When considering the role of Chapter executive, it’s important to keep the same mindset that is used at the club executive.  You need to know your strengths and know areas where you can use some assistance and know where to go to get the assistance you need.  You need to ensure that you utilize the experiences from our Life Members and engage the abilities of our young members. 

Sitting on Chapter executive is a great experience especially because of the people you get to meet.  We have some great partnerships with the other Chapters across Canada and as soon as you meet them you feel the strong bond that we all share – to help those in need. 

Bell Aliant has been a great sponsor to our volunteer organization and it’s the job of Chapter to keep this relationship strong.  Some of our Canadian Chapters are working without a sponsor company and they struggle a great deal.  We are very fortunate that Bell Aliant realizes the value that the Pioneers bring to their company showing that they are a corporation with a community focus. 

Chapter 105

 Past President 
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Purpose of the Position: 
The purpose of the Past President’s position is to mentor the current President and their Chapter Executive.  The Past President is also responsible for the succession planning of the following year’s executive and chairing the nominating committee.

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Leadership Skills

2. Decision Making  

3. Team Player  

4. Problem Solving  

5. Public Speaking  

6. Networking  

7. Organizational skills

Preparation(s): 
Mentorship from previous Past President throughout Presidential year.   The Past President must be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:            

· Assist President whenever necessary

· Attend monthly Chapter meetings

· Organize succession planning for the following year executive

· Chair the nominating committee

· Promote the values of Pioneering

· Train at executive training session.

· Assist with Completing all Business Plan objectives set out by the Past President 

Benefits of the Position: 
Completing the final year on the Chapter Executive you will see the results of the previous year of planning and leadership success

Chapter 105 

Chapter President 
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Purpose of the Position: 
The purpose of the President’s position is to facilitate Chapter 105 through the Business Plan goals and objectives.  This position also represents Chapter 105 at the Canadian Pioneers Board of Directors monthly meetings, as this is a voting position at the Canadian Board.  The President, along with the rest of the Chapter Executive, is responsible to show value back to Bell Aliant for their sponsorship.

Estimated TimeLine: 
Minimum of one year commitment to the position.

Assets: 


1. Leadership Skills 

2. Decision Making  

3. Team Player  

4. Problem Solving

5. Public Speaking  

6. Networking 

7. Project Planning 

8. Organizational Skills

Preparation(s): 
Mentorship from Past President throughout 1st Vice President role.  The President must be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:  


· Know Bell Aliant’s Strategic Imperatives, Mission, Vision, and Purpose. 

· Promote the value of the partnership between Bell Aliant and the Pioneers.

· Communicate meeting times and dates and agenda items to the Chapter Secretary

· Chair monthly Chapter Executive & Club/Council meetings

· Participate in monthly Canadian Pioneer Board conference calls 

· Attend the face to face Canadian Board meeting  

· Attend National Telecom Pioneer Conference and Award Ceremony

· Communicate the Canadian Business Plan to the Chapter Executive and chair the business planning for the Chapter 

· Provide quarterly updates and Chapter goals to Bell Aliant Advisory Committee Member by the end of the following month

· Educate and engage members of Bell Aliant’s Board of Directors

· Chair monthly provincial clubs and councils meetings 

· Ensure award submissions to National Awards Committee

· Complete all Business Plan objectives set for the President of Chapter 105 by dates determined in the business plan. 

Benefits of the Position: 
The President of Chapter 105 will assist in ensuring that the partnership between Bell Aliant and Aliant Pioneers remain strong.  The President ensure that both regular and life members continue to work together to improve the communities in which they life and together help those in need.  This position also provides great opportunity to travel to Canadian National Pioneer and International Pioneer functions and meet people from different Pioneer organizations.  This position also makes opportunities to meet Aliant Executive members. 

Chapter 105 

1st Vice President 
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Purpose of the Position: 
The purpose of the 1st Vice President’s role is to assist the President and to promote the Aliant Pioneers by profiling the group via internal and external media whenever opportunities arise. 

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Leadership Skills

1. Decision Making  

2. Team Player  

3. Problem Solving 

4. Public Speaking  

5. Networking 

6. Project Planning  

7. Organizational skills

Preparation(s): 
The 1st Vice President must be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:                           - 
Serve as back up for the President at monthly Chapter meetings and attend Canadian Board meetings

-    Foster a relationship with the Pioneers and Community Relations (Internal Communications) 

· Attend annual face to face Canadian Board meetings 

· Participate in the Canadian Business planning

· Provide quarterly reports to the Chapter President

· Complete Award submissions to National award committee

· Assist with planning and attend annual Executive Training Session 

· Assist with Completing all Business Plan objectives set out by the President 

Benefits of the Position: 
The 1st Vice President learns the role of the President. They have opportunities to travel to Canadian Pioneer functions and meet people from different Pioneer organizations.  This position also provides great opportunity to meet Bell Aliant Executive members and promote Pioneering to the corporation.  

Chapter 105 

2nd Vice President 
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Purpose of the Position: 
The purpose of the Vice President’s position is to learn and familiarize themselves with the roles of the Chapter Executive.  This position will serve to assist the 1st Vice President and Chapter President. The Vice President also completes award nominations. 

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Leadership Skills

2. Decision Making  

3. Team Player 

4. Problem Solving 

5. Public Speaking  

6. Networking 

7. Project Planning  

8. Organizational skills

Preparation(s): 
This is the entry position into Chapter executive.  Learning for this position will occur while in the position.   The 2nd Vice President must be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:                          

· Assist in setting business plan goals during the Chapter planning session.

· Communicate regularly with presidents of the provincial clubs and councils.

· Complete Award submissions 

· Assist in completing all Business Plan objectives 

Benefits of the Position: 
The 2nd Vice President will assist in ensuring that the partnership between Bell Aliant and the Aliant Pioneers remains strong.  The Vice President ensures that both regular and life members continue to work together to improve the communities in which they live in and together help those in need.  This position also provides great  opportunities to meet Bell Aliant Executive members and promotes Pioneering to the corporation. 

Chapter 105 

Secretary 
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Purpose of the Position: 
The purpose of the Chapter Secretary’s position is to provide agenda, meeting minutes, and other communication the Chapter Executive.  The Secretary also compiles quarterly reports and year-end reports for the Chapter’s Annual General Meeting.

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Leadership Skills 

2. Organizational skills

3. Team Player 

4. Problem Solving 

5. Public Speaking  

6. Networking 

Preparation(s): 
Training for the secretary position will be given at the Executive training session.  Mentorship from past occupants of this position should be sought if required.  

Expectations:                          

· Book all Chapter meetings

· Issue meeting agenda to Chapter Executive at least one week prior to the Chapter meeting

· Circulate Chapter meeting minutes at least one week following the Chapter meeting

· Encouraging Club President’s and Chapter executive to complete monthly and year end reports 

· Report all Chapter related volunteer hours (meetings and administrative activities)

· Create the year end report for the Annual General Meeting

Benefits of the Position: 
The benefits of the Chapter Secretary position allow an individual to learn about the different positions on the Chapter Executive.  This position also provides great opportunity to meet Bell Aliant Executive members and other Pioneer members from across Newfoundland & Labrador.  

Chapter 105

Treasurer

This is an appointed position and is a non-voting member of the executive of your Pioneer Club.

As Treasurer, you will be responsible for maintaining your clubs financial records to meet approved accounting principles.  

Assets: 


7. Leadership Skills 

8. Organizational skills

9. Team Player 

10. Problem Solving 

11. Public Speaking  

12. Networking 

Expectations:

-    Maintain Club’s financial records to meet approved audits

-     Deposit all funds; ensuring proper documentation has been received

-     Provide Pioneer Executive with a written financial report at all monthly meetings

-     Provide copies of each VP’s budget to actual income and expense reports.

-     Compile and keeps track of each budget information

-     Ensure all in and out money goes though the Treasurer – with proper    documentation

-     Issues all cheques and records all Bank Deposits 

-     Provides leadership role

-     Attend monthly Pioneer Executive meetings.

· Attend Annual Planning Sessions 

-    Report all volunteer hours

Benefits of the Position: 
The benefits of the Chapter Treasurer position allow an individual to learn about the different positions on the Chapter Executive.  This position also provides great opportunity to meet Bell Aliant Executive members and other Pioneer members from across Newfoundland & Labrador.  

Chapter 105

 Senior Life Member 
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Purpose of the Position: 
The purpose of the Senior Life Member role is to assist the President and to promote Aliant Pioneers by promoting the partnership between life and regular members.  

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Leadership Skills

2. Decision Making 

3. Team Player  

4. Problem Solving 

5. Public Speaking  

6. Networking  

7. Organizational skills

Preparation(s): 
Mentorship from Senior Life Member Rep. Must be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:                           - 
Foster a relationship with the Pioneers and Bell Aliant

· Promote programs and activities of all Life Members

· Attend monthly Chapter meetings

· Communicate the needs and interests of the Life Members to assist with planning of budgets.

· Communicate, encourage and motivate; by using your Pioneer knowledge and experience in Pioneering

· Liaison between the Chapter Executives and Life Members clubs in all matters pertaining to the Life Member clubs

· Attend one International Telecom Pioneer Conference and Award Ceremony 

· Participates in the Canadian Business planning to determine opportunities to attract Life Member participation.

· Create fellowship opportunities for Life Members

· Provides quarterly reports to the Chapter President

· Assist in completing all Business Plan objectives set out by the Chapter

Benefits of the Position: 
The Senior Life Member Rep provides guidance from past Pioneering experience to Chapter executive. They have opportunities to travel to the National Pioneer functions and meet people from different Pioneer organizations.  This position also provides great opportunity to meet Bell Aliant Executive members and promote Pioneering to the corporation and other Life Members. 

Chapter 105

 Junior Life Member 
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Purpose of the Position: 
The purpose of the Junior Life Member role is to assist the President and to promote Aliant Pioneers by promoting the partnership between life and regular members.  The Life Member is also responsible for being backup to Senior Life 

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Willingness to Learn  

2. Decision Making 

3. Team Player  

4. Problem Solving  

5. Public Speaking  

6. Networking  

7. Project Planning 

8. Organizational skills

Preparation(s): 
Mentorship from Senior Life Member Rep. The Jr. Life Member Rep must be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:                           - 
Foster relationship with the Pioneers and Bell Aliant

· Promote programs and activities of all Life Members

· Attend monthly Chapter meetings.

· Act as liaison between the Chapter executive committee and Life Members clubs in all matters pertaining to all life members. 

· Participate in the Canadian Business planning to determine opportunities to attract Life Member participation.

· Create fellowship opportunities for Life Members

· Assist in completing all Business Plan objectives set out by the Chapter

Benefits of the Position: 
The Jr. Life Member Rep provides guidance from past Pioneering experience to Chapter executive. This position also provides great opportunity to meet Bell Aliant Executive members and promote Pioneering to the corporation and other Life Members. 

Chapter 105 

Y-Team Representative
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Purpose of the Position: 
The purpose of the Y-Team Representative year is to track and promote membership within Aliant Pioneers and encourage Bell Aliant youth to participate.  This individual serves as the mentor and motivator to the Chapter Membership Committee.

Estimated TimeLine: 
Minimum one year commitment to the position 

Assets: 


1. Willingness to Learn 

2. Decision Making  

3. Team Player 

4. Problem Solving 

5. Public Speaking  

6. Networking 

7. Project Planning

8. Organizational skills

Preparation(s): 
Mentorship from previous Youth Member and be willing to use spare time for volunteerism, and the promotion of Pioneering. 

Expectations:                           - 
Track and communicate membership progress towards Chapter goals. 

· Become familiar with Bell Aliant’s Strategic Imperatives, Mission, Vision and Purpose. 

· Promote the value of the partnership between Bell Aliant and the Pioneers.

· To create membership incentive programs within Bell Aliant Pioneers and to promote the National incentive programs through Membership Committees within the different clubs.

· Attend monthly Chapter meetings.

· Provide quarterly updates to the Chapter President

· Assist with completing all Business Plan objectives set out by the Chapter

Benefits of the Position: 
The position also makes opportunities to meet Bell Aliant Executive members and promote Pioneering to the corporation. 

Club /Council

Executive Pioneer

Role/Portfolio Descriptions

Introduction

These Role/Portfolio descriptions are basic guidelines only.  Please feel free to make any changes to them as they pertain to your Pioneer club.

Hold discussions with other clubs and see what they are doing and how things are working for them. Communication is a great tool – and we most definitely have the technology.

The one and only constant in all VP descriptions is the Business Plan goals.  As, we all work towards our goals; we must also adhere to the guidelines in our Business Plan. We also take pride in our; Vision, Mission Statement, Purpose, Values with our focus on Strategic Imperatives as well as our Partnerships. All of these goals will continue to make us the leaders in the volunteer organization and our communities.

If you have any updates, or information you would like to see added to these ‘guideline role/portfolio descriptions’, please let your President of your club know.  We will continue to update these guidelines, to ensure your VP Roles are as up-to-date as possible.

So, Have FUN in your Pioneering and keep up the great work.

"The best and most beautiful things cannot be seen or touched, 

they must be felt with the heart." 

~Helen Keller~
Pioneer

Role/Portfolio Description

Past President

This is a non-elected position and is a non-voting member of the executive of the Pioneer Club.

As Past President, you will serve in an advisory and mentoring capacity to the President and Club Executive.  In addition, you will service as an active member and chair the Nominating Committee for the new executive members.

Primary Duties:

· Provide advice and assistance when called upon by the President.

· Help work toward the Business Plan goals and adhere to guidelines.

· Be available to sit in for the President when they are unable to attend meetings.

· Attend meetings and functions to provide support and participate as an active member.

· Work on special assignment as called up by the President.

· When requested by the President, work with committee chairpersons to provide direction in meeting Chapter goals in areas such as fund raising, membership, participation, etc.

· Chair Nominating Committee

· Assists with succession planning

· Provides guidance and mentoring for current President

· Co-ordinates Pioneer Week activities

· Provide leadership role

· Attend monthly Pioneer Executive meetings

· Attend Annual Planning Sessions – club level and Chapter 105

· Obtain financial reports from project leaders

· Report volunteer hours

· Evaluate, rate and find new fundraising opportunities.

Pioneer

Role/Portfolio Description

President
This is an elected position and is only a voting member when a tie-breaking vote is required on motions at Pioneer Executive meetings.

As President you will lead the Club/Council through a successful year of fellowship, loyalty, mentoring, fellowship and service.

Primary Duties:

· Promote Pioneer Goal, Vision and Business Plan 

· Work towards the Business Plan goals and adhere to the guidelines within the Business Plan

· Meet with Chapter Executive to review needs and ensure alignment of goals

· Conduct club monthly meetings

· Attend Chapter/Council/Clubs monthly meetings

· Appoint project leaders 

· Provide annual and quarterly reports to the Chapter 

· Delegate committee members to attend Life Member meetings

· Attend Annual Chapter Planning Sessions 

· Ensure all volunteer hours are reported monthly

· Evaluate, rate and find new fundraising opportunities.

Pioneer

Role/Portfolio Description

1st Vice President

This is elected position and is a voting member of the executive of the Pioneer Club.

As Senior Vice President, you will serve in an advisory capacity to the President and Club Executive.  In addition, you will service as an active member. You are the ‘President in Training.’

Primary Duties:

· Provide advice and assistance when called upon by the President

· Help work toward Business Plan goals and adhere to guidelines

· Represent President whenever necessary 

· Attend meetings and functions to provide support and participate as an active member

· Work on special assignment as called up by the President

· Assist with quarterly reports from Business Plan

· Determine your budget requirements

· Provide guidance and mentoring for 2nd Vice President

· Provides leadership role

· Attend monthly club meetings

· Report volunteer hours

· Evaluate, rate and find new fundraising opportunities

Pioneer

Role/Portfolio Description

Administrator/Secretary/Treasurer

This can be an appointed position, and is a non-voting member of the executive of your Pioneer Executive.

As Secretary, you will be responsible for keeping accurate recording of the minutes and setting of the Agenda of Pioneer Executive Meetings and any other meetings called by the President.  You will distribute the minutes as per the distribution list in a timely fashion.  You will also provide notification to all Pioneer Executives as to meetings time, date and location.  You will also handle misc. correspondence as directed by the President. 

Primary Duties:

· Provide notification to Pioneer Executive of meeting time, date and location

· Advise the Pioneer Executive of any changes to meeting logistics

· Book meeting facilities

· Prepare meeting agenda as directed by the President and distribute at least one week before meeting

· Record minutes

· Distribute copies of the minutes as per the distribution list

· Attend Monthly Pioneer Executive meetings

· Attend Annual Planning Sessions – club level 

· Report all club activities for Calendar of Events for posting on Aliant Pioneer web site. 

· Works closely with President

· Report all Club volunteer hours

· Maintain Club’s financial records to meet approved audits

· Deposit all funds; ensuring proper documentation has been received

· Provide Pioneer Executive with a written financial report at all monthly meetings

· Maintain and file all receipts and records.

· Compile and keeps track of each budget information

· Ensure all in and out money goes though the Treasurer – with proper    documentation

· Issues all cheques and records all Bank Deposits
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