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Leadership Descriptions

Chair:  assumes leadership for Coalition activities.  Drafts agenda for monthly meetings and chairs the proceedings.  Appoints note-taker for meeting minutes if Secretary is not present.  Disseminates information, reminders and other news to Coalition members via Coalition mailing list (see Membership Chair).  

Together with other officers, plans speakers and Coalition events, sets schedule for meetings and reserves venues for each. 

Vice Chair:  assumes co-leadership for Coalition activities.  Stands in for Chair in all of the Chair’s activities when Chair cannot be present.  Proposes speakers and other Coalition events.

Treasurer:  Handles financial matters for the Coalition.
Secretary: Takes minutes for Coalition meetings.  Disseminates them through Membership Chair to all Coalition members.

Membership Chair:  Maintains and updates the Coalition mailing list.  Sends reminders to members about meetings and other events.

Website Coordinator:  Maintains and updates the Coalition website, www.massdems1em.org.   Posts new documents and responds to emails that come to the Coalition website.

Communications/Publicity Coordinator:  Disseminates information on Coalition events to the media:  drafts press releases for community calendars of local newspapers and radio.  Sends important notices for posting on other Democratic and activist e-newsletters and websites.
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