Forums Committee

Committee Description

The Forums committee works with all of the STC Houston electronic forums on the chapter’s website.
Roles and Responsibilities

	Role
	Responsibilities

	Forum Moderators Manager
	Specific Responsibilities
· Recruit moderators for each STC Houston forum.
· Gather monthly updates from each moderator and submit to the Director.
· Act as the forum administrator, performing those tasks the moderators do not have authority to perform.
· Substitute for any forum moderator who is temporarily unavailable; if a moderator will be unavailable for a long term, find a replacement.
· Act as a Subject Matter Expert for the forums, providing training to new moderators.
General Responsibilities
· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Director.
· Serve team by eliminating barriers to productivity.

	Forum Moderator
	Specific Responsibilities

· Act as the forum moderator by establishing rules for posting to your forum
· Regularly review postings to the forum to ensure that they are appropriate; postings should be non-offensive, should not flame other people who post, and should not be advertising.
· As necessary, delete or move postings to your forum. Send an email to the poster explaining to them what you have done and why.

General Responsibilities

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Director.


Resources Needed and Meeting Availability by Role

	Role
	Resources Needed and Meeting Availability

	Forum Moderators Manager
	Resources Needed

· Forum Moderators
· Access to a computer and the Internet
· Access to email
Meeting Availability

· First Board meetings during budget discussion and approval.

· Board meetings whenever the agenda includes topics relating to your committee.

	Forum Moderators
	Resources Needed

· Access to a computer, the Internet, and email
· Rules of responsible use of the forum
Meeting Availability

· First Board meetings during budget discussion and approval.
· Board meetings whenever the agenda includes topics relating to your committee.


Deliverables by Role

	Role
	Deliverables
	Due Date
	Receiver

	Forum Moderators Manager
	Preliminary budget
	July Board meeting


	Administrative Council

	
	Final budget
	Aug Board meeting


	Treasurer, V-P, President

	
	Team status report
	Monthly Board meetings
	Administrative Council

	
	Newsletter article explaining how to use the forums
	Newsletter deadline
	Newsletter Editor

	
	Training, either live or via posts and sticky notes on the Announcement, Rules, Tips, and Feedback and Moderators forums
	As needed
	Forum Moderators

	Forum Moderators
	Preliminary budget
	July Board meeting
	Admin Council

	
	Final Budget
	Aug Board meeting
	Treasurer, V-P, President

	
	Team status report
	Monthly Board meetings
	Administrative Council

	
	Email messages to forum users
	As needed
	Forum Users

	
	Newsletter article about your forum
	Newsletter deadline
	Newsletter Editor


Receivables by Role

	Role
	Receivable
	Due Date
	Sender

	Forum Moderators Manager
	Monthly Updates
	Last day of month
	Forum Moderators

	Forum Moderators
	Training: live, via email, or via the Moderators forum
	As needed
	Forum Moderators Manager
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