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PEEL Chapter Executive Network Officer (ENO) and Member-at-Large (MAL) ROLE DESCRIPTIONS

TERMS OF REFERENCE

General Rules ENOs: 

· Attend 90% of chapter meetings & events

· Active engagement

· Assist with event planning as leads/co-leads
· Participate and provide constructive feedback

· 2 year term
· Meetings held last Wednesday of the month; break for Summer and Winter holidays (June, July, December)
· Able to vote for motions and chapter decisions (must have 65% quorum at an executive meeting for a vote to pass)
· Volunteer Based

General Rules MALs:

· Attend 4 chapter meetings or events over a 12 month period

· Active engagement

· Assist executives with event planning

· Participate and provide constructive feedback

· Term length varies (see below)
· Chapter meetings held last Wednesday of the month; break for Summer and Winter holidays (June, July, December)

· Volunteer Based

General Benefits:

· Active and rewarding participation in creating a nursing culture in the Region of Peel

· Being part of a great executive team

· Develop transferrable leadership and teamwork skills 

· Great way to have fun while doing something meaningful
POSITIONS

PRESIDENT
· Provide update at chapter meetings;
· Chair meetings;

· Assist in the development of the agenda for Executive and Chapter Meetings;

· Oversee Chapter events (aware of all events and focus on ways to promote the chapter);

· Work closely with all executive members;

· Represent the chapter at events;

· Be alert to opportunities to raise the profile of the Chapter and work closely with the Executive to do so;

· Assist with the election processes;

· Work closely with the Communication and Political Action ENO in developing email blasts and media alerts;

· May assist the secretary to arrange meetings via teleconference;

· Aware of the ENO assemblies, RNAO day at Queens Park and the AGM and may attend when possible;

· Develop skills as a leader to speak out for nursing and the chapter;

· Take active participation and leadership in overseeing any subgroups or subcommittees that are planning events

· Always in a recruitment/retention mode for the chapter; and

· Plan educational opportunities with the executives and work closely with the Communication Officer to ensure media coverage of events.
PRESIDENT- ELECT
· Provide update at chapter meetings if president is not able to;
· Chair meetings when the President is unable to attend;
· Assist in the development of the agenda for Executive and Chapter Meetings;
· Exercise a general control of the Chapter with the President i.e. being aware of all events and focus on ways to promote the chapter;
· Work closely with all executive members;
· Represent the chapter at events along with the President or in place of;
· Be alert to opportunities to raise the profile of the Chapter and work closely with the Executive to do so;
· Assist with the election processes at the Chapters AGM;
· Work closely with the Communication and Political Action ENO in developing email blasts and media alerts;
· May assist the secretary to arrange meetings via teleconference;
· Aware of the ENO assemblies, RNAO day at Queens Park and the AGM and may attend when possible;
· Develop skills as a leader to speak out for nursing and the chapter;
· Always in a recruitment/retention mode for the chapter; and
· Plan educational opportunities with the executives and work closely with the Communication Officer to ensure media coverage of events.

SECRETARY (MEMBER-AT-LARGE)
· Send call-out for meetings as advised by President;
· Record meeting minutes;

· Distribute agenda, meeting minutes and other relevant documents to Executive/ Member-at-Large Members;

· Regularly update and distribute the Executive & Member-at-Large Contact List; 

· Send copies of all minutes to Patti Hogg (Membership Services) phogg@rnao.org; and
· Assist Communication ENO and President as needed;
· Mentor incoming Secretary for one meeting (last Wednesday of August in year position ends.
COMMUNICATIONS ENO

· Send out a “Call” for Newsletter submissions from ENOs, receive & edit submissions and have a final draft newsletter for final approval by President;
· Contact Patti Hogg (phogg@rnao.ca) and arrange email blast dates;
· Prepare & assist with email blasts to members; 

· Work closely with the Secretary;
· Develop working relationships with reporters in local media;
· Develop news releases, letters to the editors and distribute to local media;
· Utilize RNAO Media Relations Guide and access resources & expertise at HOME RNAO;
· Inform HOME RNAO of Peel events about media coverage members received as a result of interviews with local media; and
· Attend Communication Assembly at the RNAO AGM (April);
· Provide Communications update for ENO and at Chapter meetings; and
· Mentor incoming Communications ENO for one meeting (last Wednesday of August in year position ends).

INFORMATION MANAGEMENT & TECHNOLOGY & SOCIAL Media ENO

· Provide IT update for ENO and Chapter meetings;
· Update Peel Chapter website & post flyers/information on website;
· Utilize creative web technology (google docs) and social media outlets – Facebook, twitter etc. to engage and inform our members;
· Collaborate with RNAO's communications department to customize the Peel Chapter website and outreach to our members;
· Assist with the organization of online Peel Chapter event registration with RNAO Home Office;
· Contact Executives/Members at Large for submissions for Members Voices and Website;
· Assist with setting up technology at events; 
· Find innovative ways to use technology to reach members and assist the Executive team with technological issues;
· Provide Information Management & Technology & Social Media Update for ENO and at Chapter meetings; and
· Mentor incoming IT & Social Media ENO for one meeting (last Wednesday of August in year position ends).

WORKPLACE LIAISON ENO
· This key position allows for enhanced communication between RNAO and nurses in the workplace.

· Send “Welcome” letters to new Workplace Liaison;
· Assist Membership ENO during Membership Drive (Aug to Nov);
· Update WPL contact list and share with Executive;
· Communicate regularly with Peel Workplace Liaisons to promote chapter events and activities and learn about emerging issues / trends in their workplace;
· Maintain communication with the Workplace Liaison Program Chair (HOME RNAO) and RNAO Membership support staff (Patti Hogg); 
· Attend the annual Workplace Liaison Meeting (1/2 day) during RNAO AGM;
· Provide Workplace Liaison Update for ENO and at Chapter meetings; and
· Mentor incoming Workplace Liaison ENO for one meeting (last Wednesday of August in year position ends).

POLICY & POLITICAL ACTION ENO
· Seek members for be politically engaged;
· Provide leadership in terms of developing advocacy strategies within the chapter

· Identify ideas for Political Action Event

· Organize Political Action Event

· Promote and assist in organizing Take Your MPP to Work during Nursing Week

· Organize Voting Representatives and Resolution Submissions;
· Keep MP/MPP lists up to date;
· Invite MPs and MPPs to events;
· Network with politicians, stakeholders, and decision makers;
· Access policy documents and position papers that support activities;
· Assist with policy development;
· Communicate with RNAO Home Office policy/political supports/and access resources;
· Attend the annual day at Queen’s Park, and the political action assembly (Jan/Feb);
· Provide Political update for ENO and at Chapter meetings; and
· Mentor incoming Policy & Political Action ENO for one meeting (last Wednesday of August in year position ends).
MEMBERSHIP & SERVICES ENO

· Identify strategies to attain RNAO goal for annual increase in membership;
· Coordinate activities related to recruitment and retention of Peel Chapter members;
· Ensure up-to-date Chapter Members lists from Home Office;
· Connect with lapsed members; 
· Administer and promote Chapter Recognition Awards; 
· Assist with Chapter Elections; 

· Communicate with RNAO Home Office Membership Supports; 
· Attend annual Membership Assembly (1-day event in September);
· Provide Membership Update for ENO and Chapter meetings on ongoing/new membership recruiting strategies; and
· Mentor incoming Membership & Services ENO for one meeting (last Wednesday of August in year position ends)
FINANCE ENO
· Pay Chapter invoices; 

· Complete Regional Development Fund Application (if needed);
· Submit Year End Financial Statements to HOME RNAO (November);
· Have signing privileges for chapter bank account and carry bank card;
· Prepare annual budget (President to assist); 

· Communicate with RNAO Home Office Finance supports;
· Provide monthly financial update for ENO and at Chapter meetings on financial status of Chapter; and
· Mentor incoming Finance ENO for one meeting (last Wednesday of August in year position ends)
STUDENT REPRESENTATIVE ENO 
· Provide Student Update at Chapter Meetings;
· Promote Chapter Events to Student members;
· Promote Student Membership Sponsorship;
· Promote Student Awards;
· Organize Student Events (ENO to assist);
· Assist with updating Facebook Page; and

· Communicate with RNAO Home Office Student Supports; 

MENTORSHIP PROGRAM COORDINATOR (MEMBER-AT-LARGE) 
· First year in role will be under the guidance of the outgoing Mentorship Program Coordinator

· Take active participation in leading the ENO/MAL mentorship component of the Chapter’s Inspiring the Next Generation, Creating Change Mentorship Program
· Take active role in leading the planning team in organizing the “Fall for Nursing” and “Spring into Nursing” Career Exploration events
· Ensure follow-up occurs on improving events based on suggestions

· Ensure events are on-budget and that all team members are actively involved; 

· 2 Year Commitment;

· Provide updates to ENO and at monthly Chapter meetings on program progress; and

· Mentor incoming Mentorship Program Coordinator for one year prior to releasing role.
GENERAL MEMBER-AT-LARGE
· Attend 3 chapter meetings or events over a 12 month period;
· Active engagement;
· Assist executives with event planning;
· Participate and provide constructive feedback;
· 1 Year Commitment;
· Chapter meetings held last Wednesday of the month; break for Summer and Winter holidays (June, July, December).
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