Listserv Manager
The Listserv manager maintains the chapter’s e-mail distribution list and reviews messages sent to the list. 
	Specific Responsibilities

	· If your list is restricted, subscribers will send you email requesting subscription.  Review the request and, if approved, set that person up as a member of the list with the STC server.  If your list is not restricted, you do not have to set up subscribers.
· Handle bounced emails. The bounce may occur when subscribers change their email address and do not let you know. You may have to track down the person to try to get the correct email address.  If you are not able to track down the person, delete the bounced address from the list. Spurious bounced emails (bounces due to errors with the servers, which don't actually mean a bad email address) will also happen. You will have to determine whether a bounce is just a server problem or an email address problem.
· Review and revise (if necessary) the default list subscription messages that are sent to list subscribers.
· Decide how much to monitor/moderate list postings. Even if you set up ground rules for posting messages, you will eventually get flame wars or other unsavory messages (such as ads). If the list is to be moderated, you will have to spend some additional time dealing with the negative messages. By observing the TECHWR-L list, it seems fairly straightforward—a person is warned about offending messages. If that person continues to abuse the list, he/she is removed.
· Publicize the email list. Periodically write a newsletter article about the list.  Include information about the purpose of the list and how to join. Periodically, make an announcement about the list at the monthly program meetings. 

	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. 

	Resources Needed

	· Committee members as needed.

· Access to a computer and email.

	Meeting Availability

	· First Board meetings during budget discussion and approval.

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


	Deliverables
	Due Date
	Receiver

	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 publicity articles
	Periodically
	Newsletter Editor
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