SIA NAR District Director Job Description

District Director for D1/ D2/ D3/ D4
1. GENERAL
District Director is part of the Soroptimist International of the Americas North Atlantic Region (SIA NAR) Board of Directors consisting of all elected officials including Governor, Governor-Elect, Region, Treasurer, Region Secretary, District Directors (DD) and District Secretaries (DS). Currently, there are four Districts based on vicinity of clubs.
2. PROTOCOL
The protocol we use has been set by our SIA Federation and is outlined in our NAR  Bylaws, Policies and Procedures and Financial Policies and Procedures. These governing documents are located on the region website and NAR Board’s cloud shared drive. Read these governing documents. Robert’s Rules of Order latest revision is the parliamentary authority for all matters according to SIA and NAR Bylaws.  These documents will answer many of your questions and the questions you receive from clubs. Keep them handy at Soroptimist business meetings. 
3. REGION BOARD MEETINGS
Board meetings are at the discretion of the Governor. Recently, standing meetings have been held
monthly via Zoom. A special meeting may be planned for special events such as the Spring Conference or
in-person Board meetings, Summer Leadership, summer retreat, or prior to or following Spring
Conference.In-person meeting locations are determined by the Board and include the Spring Conference site, future conference sites, and various times throughout the year that have an extensive agenda.
The entire Board of Directors including the Governor, Governor-Elect, Treasurer, Secretary District
Directors and District Secretaries attend, as well as, others invited by the Governor.
An agenda will be sent to you prior to the Board meeting. Read it over. If you have any questions or
input, contact the Governor to clarify. Minutes of the previous meeting will be discussed and approved
and the Treasurer will submit an actual vs. biennium budgeted financial report. District Directors and/ or
other Board members will be expected to report-out on the clubs they have visited in their district. Bring
any materials you may need for backup to answer any questions that may arise.
Board meetings are typically one hour or an hour and a half. Advance preparation by everyone will help
speed the meeting along. Speak up at Board meetings, your view is important and might not have been
thought of by someone else. Everyone counts. Our Board is a team and every member must function as
part of the team.
Prior to an in-person Board meeting, the Region Secretary will send you information regarding the
location as well as hotel information. Your hotel reservations will be made by the Region Secretary. At
times meals will be working ones and you are expected to be in attendance. The Board tries to save
region funds by room sharing among Board members.
Your expenses are paid by the region for attending such meetings, including hotel, travel expenses and
meals. For reimbursements of money you have spent, you are expected to provide the region Treasurer a
NAR region reimbursement form within 30 days of when the expense or event occurs.
Board meeting minutes will be sent to you shortly after the meeting by the Region Secretary. Review
them at once and inform the Region Secretary of any items you think may need correcting.
If you cannot attend a Board meeting, please let the Governor know as soon as possible.
District Directors and District Secretaries are instrumental in multi-modally (in-person, email, phone,
text, social media) communicating alignment of federation and region goals and information with club
Presidents and all members in their district.
4. OFFICIAL VISITS
Official Visits will be your largest commitment time-wise that you will be making during your term as a
Board Member. This is where we get to know each club and member and their uniqueness. For each
biennium there will be budget set aside for activities such as club visits.
Again the name of the game is to be prepared, but not overly structured. There are times we might have
a curve or two thrown at us, but, with preparation up front, we can prepare for these meetings.
The following are suggestions on how to proceed.
A. Write or call the club President and set the date for your visit. Make sure you have up to date
information on the time, place and the day of the club meeting. Check with the club President
on the amount of time you have on the agenda, so you can prepare your remarks accordingly. Ifthere are several clubs in the area, it may be time and cost effective to visit several clubs in the
same trip. This can save regional funds and your time.
B. Make reservations, if needed, for overnight accommodations. Some clubs offer to have you stay
with one of the members, others do not, so if you are not familiar with the area, ask the
President or other members of the club for suggestions.
C. As a Board member, you have information in your possession regarding the club. Research that
information prior to making the club visit. You can find out the number of members in the club,
if they have any outstanding items not met, such as dues or Live Your Dream applications. If they
have been sending you club newsletters, read that over to find out about dream programs or
items of interests that might personalize your visit.
D. If the club has asked you to speak on a particular subject, prepare your remarks accordingly, and
make sure it fits your allotted time. If you have not been given a specific topic, gather current
items of interest or review the common 5 or 10 minute talks.
E. Arrive in plenty of time prior to the meeting. You will thank yourself later. When you arrive don’t
expect that someone will always be there to greet you. You may well be expected to find your
way around. Always introduce yourself to members and get comfortable with your surroundings.
This will put you at ease. Remember to wear your name badge.
F. As soon after a club visit as possible, send your Official Visitor (OV) Report form to the Governor.
It is helpful to write down notes immediately. Always look for high potential leadership
candidates in your visits for future region and club Board candidates, Committee Chairs and Vice
Chairs.
G. Write a thank you letter to the club and personalize it as much as possible. If the clubs had
questions you were not able to answer, or if you said you would supply them with items, do so
as soon as possible.
H. Keep track of your expenses and mileage for club visits to be turned into the Region Treasurer on
the proper NAR Expense Reimbursement Form within 30 days of when the expense was made or
the event occurs.
I. If clubs request that you be there for their installation of officers or other events, you may ask if
your meal and other expenses you may incur are reimbursed. Only by prior agreement between
you, the club and the Governor can an installation be considered an official visit. If you are in
doubt check with the Governor.
J. District Directors are allotted a biennium budget that can be used for Official Visits.
5. FALL MEETINGS
Fall Meetings will be your first major responsibility after taking office. The Fall Meeting Guide is an
excellent tool for meeting set up and management. SIA uses the term Fall Meetings; since NAR has
Districts also, we often use the term Fall District Meeting (FDM).
For Fall Meetings, the District Director particularly is the person making the decisions, lining up speakers,
being sure details are handled. Your host Club President for this meeting will be your right arm. Engage
and delegate to your region Committee Vice Chairs (VC) and local region Committee Chairs.
Communicate with them often and in detail, and you will save yourself much aggravation.This is a wonderful learning experience. However, don’t lose sight of the purpose of the Fall Meeting is to
supply quality information to the club members in attendance in an informative and professional
manner, but yet have fun doing it.
The Governor may have items to cover at the Fall Meeting and supply you with the details. Also, SIA
provides PowerPoint presentation for each Pillar: membership (engagement), programs (impact),
fundraising (philanthropy) and public awareness (brand recognition). Usually region/ club chairs/ vice
chairs are good candidates for delivering these presentations that they may modify as best they see fit.
Fall Meetings are a major undertaking the first time around, but your will find many people eager to help
you with details. If and when questions arise, the Governor is the person you turn to first.
If you are traveling any distance to a Fall Meeting, allow yourself plenty of extra time. You will be much
more relaxed if you have some quiet time to go over last minute things. It is also a good idea to meet
with the host club President one last time before questions arise from others.
Annual membership dues collected goes toward the cost of the Fall Meetings which include food, venue
(free is preferred and could occur with sponsorships) and Board member expenses including hotel (if
needed), travel and registration.
Don’t forget to register for your local Fall Meeting.
6. SPRING CONFERENCE
Your responsibility as a Board member at Spring Conference is up to the Governor. Keep in mind that the
Region Board Meeting is in progress through the Conference. There is not a great deal of time for
meeting with clubs or visits in general.
Make sure you register for the Spring Conference. Board members’ meals and registration are paid from
the conference budget. Make sure your role is clearly identified to not be charged. Your transportation is
paid through the Region. You will be expected to arrive a day earlier than the conference convenes for a
Board meeting and last minute accomodations. Board meetings may extend several hours after the
conference.
You are a voting member at the conference. Your voting credential Delegate’s Card will be supplied by
the Region Credential Chair.




