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Zone 33 Rotary Leadership Institute  

Job Description

STATE COORDINATOR

(beginning 7/1/2010 will be “REGIONAL COORDINATOR”)










Rev. 8/08/2009

1) Positional 

a) Appointed by the RLI Board

b) Nonvoting

2) General Description

a) Attend all RLI events in your assigned area [if cannot attend appoint a stand-in]

b) Mentors District Chairs, provides direction and support as needed

c) In consultation with Faculty Trainer and other State Coordinators, secure faculty for events per the Fall & Spring Semester Faculty Assignment Calendars

d) Consult with District Chair(s) & Promotions Coordinator on an events promotion plan for each scheduled event

3) Faculty Assignment

a) Generally: Selects Faculty for each event, with direction from the Faculty Coordinator, with a preference of supplying a mix of in-district and out-of-district Faculty, newer & seasoned Faculty, and accommodating other mentoring, scheduling and substance-based objectives (i.e., Graduate course demands, Faculty Training events, etc.)    

b) Responsible for implementing Fall & Spring Semester Faculty Assignment Calendars 

i) Fall Semester Faculty Assignment Calendar:

(1) June 1 invitation to be posted to the www.rli33.org website asking for faculty volunteers

(2) July 15 deadline for faculty volunteers to respond 

(3) July 16 State Coordinators should access the website to review the faculty volunteer list

(4) Conference call with Faculty Trainer to discuss the upcoming events and possible faculty assignments

(5) [Faculty Trainer will provide a faculty history matrix of who facilitated what topics, etc]

(6) July 31 deadline to contact and engage the faculty –if other contacts needed, communicate with Faculty Trainer

(7) 4 Weeks prior to the RLI event, assign the sessions to the faculty

ii) Spring Semester Faculty Assignment Calendar:



(1) October 1 invitation to be posted to the RLI 33 website asking for faculty volunteers

(2) November 15 deadline for faculty volunteers to respond 

(3) November 16 State Coordinators should access the website to review the faculty volunteer list

(4) Conference call with Faculty Trainer to discuss the upcoming events and possible faculty assignments

(5) [Faculty Trainer will provide a faculty history matrix of who facilitated what topics, etc]
(6) November 30 deadline to contact and engage the faculty –if other contacts needed, communicate with Faculty Trainer 

(7) 4 Weeks prior to the RLI event, assign the sessions to the faculty

4) Registration 

a) Monitor event registration progress

b) In consultation with District Chair, assure available space for registration targets and expand space requirements as appropriate

c) Responsible for pre-event registration sheet to District Chair and Event Registrar  

5) Promotional

a) Communicate with Promotions Chair

b) Consult with District Chair and provide regional input and cross-district promotional ideas for each event’s Promotion Plan 

6) Pre-Event Duties

a) 10 Days before event have pre-event Conference call with Faculty and District Chair 

b) Books, evaluation forms, preprinted material held in stock with the State Coordinator 

i) Goal is to have all preprinted items ready for distribution for State Coordinators at Summer Meeting approximately August 1 of each year

ii) Assess materials needs and consult with Materials Coordinator as needed

c) State Coordinator prints the event’s schedule [use the Word document template]
d) Request Faculty Bios from Bio Chair

e) State Coordinator prints the name badges, tent cards and bios of faculty

i) Use RLI account at Staples, if available

ii) If Staples not available, discuss what is available and obtain Materials Coordinator approval

f) Assure there are requisite number of flipcharts, easels and markers

7) Day-of-Event Duties

a) 7:45 AM on site, meet with District Chair, Faculty, Sgt at Arms, Registration staff, etc.

b) Lead Participant Welcome Session, introduced by District Chair 

8) Post-Event Duties

a) Immediately after close of event, meet with District Chair, Faculty, and other staff

b) 10 Days after Event, deadline to submit Evaluation Summary to Faculty Trainer

i) submit electronically, if available

9) Expense Budget subject to Board Approval 

