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MANHATTAN YOUNG DEMOCRATS




Duties of the Community Services Director
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The Community Services Director, who shall be responsible for assisting the Executive Board in coordinating with various volunteering opportunities and to connect MYD members with those opportunities.
Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Community Services Director:

· To schedule at least, but not limited to, one (1) community service event per month 

· To choose this community service event pursuant to the following procedure:

· Designation of a service focus, i.e. environmental protection, which shall occur for a duration of three months, shall determine the nature of community service projects chosen for the whole of that duration, shall be approved by the Executive Board, and shall be determined based on the interests of membership and the current goals of MYD

· A three month cooperation with the same organization

· Determination of a partner organization with respect to organizational  efficacy, viability, need for volunteers, MYD membership interest, and the ability of MYD to positively affect or augment the organization’s mission

· To act as a liaison between MYD and local volunteer organizations

· To increase MYD visibility by conducting outreach to community service organizations for the purpose of: scheduling events, seeking events for inclusion in the MYD newsletter

· To schedule events for special initiatives and days of service according to the request of, and affirmative vote by, the Executive Board 

· To inform MYD membership of volunteer opportunities 

Duties of the Communications Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The Communications Director, who shall be responsible for assisting the Executive Board in media outreach, messaging, and the distribution of information to the membership. The Communications Director will work closely with the New Media Director and Secretary to ensure consistent, and adequate, messaging.
Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Communications Director:

· To coordinate media outreach as needed

· To develop and maintain a MYD Press-Release template

· To work with the Directors and IOC Chairs to advertise events/meetings in the appropriate outlets 

· To work with the President and the Secretary to write the weekly newsletter (to be submitted no later than 12noon on Tuesdays unless otherwise noted)

· To maintain a press-contact database in “Goo” (or Googledocs) in order to keep a record of all press related inquires and outreach 

· To maintain the brand of MYD to be included in (but not limited to) MYD’s Mission Statement and MYD’s Tag-line

· To work with the Secretary to determine that communication between the sections of MYD is clear and coordinated

· To work with the Events director to determine how to publicize individual events

· To establish a team who will assist with the weekly News Letter duties and press relationship management

· To represent MYD in the media with the utmost care and respect 

Duties of the Creative Director
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e) (pending amendment to the Constitution):
The Creative Director, who shall be responsible for assisting the Executive Board in the creation of flyers, advertisements, and other promotional materials for the purpose of making MYD events  - including committee events and events scheduled by respective directors, convenings, meetings, initiatives, and goals known to the public.

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Creative Director:

· To assist the Officers of MYD with the creation of promotional materials in a timely fashion

· To make oneself accessible to the Directors and Committee Chairs who comprise the MYD Executive Board so that these persons may request and receive promotional materials  for events, meetings, initiatives, convenings, and other pre-scheduled occurrences in a timely fashion

· To incorporate the MYD official logo into all documents created

· To keep an electronic record of all documents created and to deposit this record to the MYD “goo” or another storage space as mandated by the sitting MYD President so that posterity may review, copy, and adapt all documents created

· To recognize the all documents created under the auspices of this position are the intellectual property of MYD and are owned by the membership as a whole

Duties of the Development Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The Director of Development, who shall be responsible for assisting the Executive Board in boosting general membership of MYD.

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Development Director:

· To work with the Secretary to determine new interest in MYD (via the online email sign up or other outlets that the Secretary deems valid) and follow up

· To work with the Treasurer to follow up with new paying MYD members and welcome them to the organization

· To work with the Finance Director to establish clear benefits of MYD Membership

· To reach out to local high schools and colleges for membership

· To develop and maintain relationships with other organizations under the umbrella of the Young Democrats of America (in addition to College Dems and High School Dems)

· To create new and innovative ways to engage young people in the political process

· To work with the Events Director and the Executive Board to find the best route for membership-drives throughout the year 

· To reach out to the Communications Director for Media Outreach/ advertising as needed 

Duties of the Events Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The Director of Special Events, who shall be responsible for assisting the Executive Board in planning and executing special events for the organization. These events may include, but are not limited to, fundraisers, conventions, and campaign invasions. The Director of Special Events will work closely with the Finance Director in planning fundraisers, and with the Director of Development in planning membership building activities.

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Events Director:

· To plan and coordinate at least one (1) MYD Event per month

· To plan the monthly after-meeting happy-hour

·  To work closely with the Finance Director and the Political Director to create events that encourage MYD’s participation in the 2010 election season and to raise additional funds for MYD

· To create a MYD Event document to be used in planning events that will be kept in “goo” and available to Directors and IOC Chairs to make event planning as smooth as possible

· To work with the Finance Director and the Development Director to ensure that paid MYD Members have incentives for membership

· To work with the Treasurer to determine a budget for events

· To work with the Secretary to maintain the MYD Calendar and ensure that events do not overlap

· To collect sign-in sheets from events and give to the Secretary for record keeping purposes

· To work with the Finance Director and Treasurer to establish a protocol for collecting names/ fees at the door of events

· To work with the Creative Director to assure branding for events is continuous

· To work with the Communications Director for press outreach for events

Duties of the Field Director
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e)(pending amendment to the Constitution):

The Field Director, who shall be responsible for, together with the Political Director and the Officers, the selection of campaigns for political office of strategic importance to MYD and those in which, by way of participation and organizing, MYD has the potential to have the greatest impact on the outcome, as well as acting as a point person for the orchestration of field duties such as canvasses and phonebanks, and outreach to members to encourage attendance at these respective events.  

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Field Director:
· To work with the Political Director and Executive Board to select Democratic political campaigns for participation by MYD membership

· To select campaigns for participation based upon the goals of the MYD Executive Board and MYD’s ability to have an impact on the race

· To coordinate canvasses and phonebanks

· To liaise with other local and political organizations to coordinate canvasses and phonebanks

· To act as the point person for these events

· To work with the Political Director to coordinate directly with candidates and electeds for the purpose of assisting with campaign operations

· To encourage MYD membership to attend these events 

· To phonebank MYD membership for this purpose

· To publicize field events outside of the MYD network to help build membership and to activate a larger number of young persons
Duties of the Finance Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The Finance Director, who shall be responsible for assisting the Executive Board in raising funds by tracking donors and finding new sources of funding for the organization. The Finance Director will assist the Treasurer in filling reports and meeting deadlines. The Finance Director will work closely with the Director of Special Events for planning fundraisers.

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Finance Director:

· To Spear-head fundraising efforts for MYD 

· To coordinate outreach to Elected Officials/Friends of MYD 

· To work with the Treasurer to keep detailed records of funds received, in addition to assisting the Treasurer with general duties 

· To work with the Events Director to coordinate what funds will be needed to be raised for events and coordinate with the Treasurer which funds can be used from the MYD budget

· To work with the IOC Chairs should they choose to host a fund-raiser

· To appropriate funds to the IOC Chairs as outlined 

· To Maintain relationships with MYD Donors

· To keep and maintain a detailed MYD Donor database

· To work with Events Director and Development Director to create clear incentives for membership, which can include but are not limited to, access to events, opportunities for networking, strong community 

· To conduct outreach for non-traditional methods of fundraising 

· To coordinate campaign outreach with the Political Director to assure continuity 

Duties of the Political Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The Political Director, who shall be responsible for assisting the Executive Board in tracking elections, candidates, appointments, and any legislative issues of interest to MYD.

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the Political Director:

· To create and maintain a detailed calendar of New York City and Statewide elections

· To work with the Field Director select campaigns for participation based upon the goals of the MYD Executive Board and MYD’s ability to have an impact on the race

· To act as a liaison between Campaigns and MYD to determine how MYD can be best utilized

· To present the membership with an outline of MYD’s upcoming political impact at the monthly meeting (the third Tuesday of every month, unless moved due to public holidays)

· To work with the Finance director to maintain relationships between elected officials and MYD, specifically to manage MYD’s impact on a candidate (to include but not limited to, keeping a record of contact with Elected Officials/Candidates and appointing an MYD liaison per Elected Official/Candidate if needed to manage and maintain continuity within the relationship)

· To work with the Field Director establish an election task-force for MYD’s involvement

· To assist the Field Director where needed

· To encourage MYD’s membership to be active in 2010 Elections

· To maintain a page on the website with current election information

· To Blog for MYD as needed  

Duties of the New Media Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e):

The New Media Director, who shall be responsible for assisting the Executive Board in implementing new and more efficient ways to communicate with members and prospective members. The New Media Director will work closely with the Communications Director to maintain consistent messaging. The New Media Director will coordinate with the Secretary to ensure adequate maintenance the website and other established "new media."

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the New Media Director:

· To maintain the gomyd.com website

· To assist the Eboard/Directors and IOC Chairs with their individual @gomyd.com email accounts

· To troubleshoot as needed

· To maintain the gomyd.com blog daily

· To create a team of bloggers to assist with the daily updates

· To work closely with the Creative Director and the Social Media Director to assure that the MYD brand is consistent across all Media 

· To assure that the MYD blog properly represents the ideals of MYD as a whole

· To create Forms on the website for specific MYD initiatives

· To work with the Creative Director to create new off-shoot websites as needed (ie: www.nyequality.com)

· To report to the Treasurer any annual fees needed to be paid for website development 

· To develop an maintain an online archiving system for MYD (“goo” or another as such)

· To maintain the MYD Youtube Account

· To maintain the MYD Flickr Account 

Duties of the Social Media Director 
According to the Manhattan Young Democrats Constitutional by-laws Article VIII – Cabinet Members, Section 1, e) (pending amendment to the Constitution):

The Social Media Director, who shall be responsible for assisting the Executive Board in implementing and maintaining MYD’s presence on social media networks (included but not limited to Facebook and Twitter). The Social Media Director will work closely with the New Media Director, Communications Director and the Events Director to assure that MYD’s online presence is continuous. 

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Directors:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

· To assist in the monthly phonebanking of members to activate fellow MYD members
Section 3- Duties incumbent upon the New Media Director:

· To maintain the MYD Facebook Page 

· To maintain the MYD Twitter account

· To create event pages on Facebook as needed

· To Tweet events and blog posts on a near-daily basis

· To work with the Secretary and the Event director to ensure that the MYD calendar is correct in all locations

· To field questions/comments that come in through social media

· To work with the Development Director to find new and creative ways to increase membership

· To blog for gomyd.com on a regular basis 

· To represent MYD to other media outlets as needed 

· To send reminders to the e-board to spread MYD’s social media to their friends (ie: reminders to “like” a Facebook event or to re-tweet)

Issue Oriented Committee Chairpersons
According to the Manhattan Young Democrats Constitution Article V – Standing Committees, Section 4:
Any Issue-Oriented Committees shall endeavor to learn how their issue affects MYD members, how it can be positively changed, and how MYD members can work to bring about the required change.

Section 1- Payment of an annual membership fee:

No Director may be nominated by the Officers of the MYD Executive Board unless the individual pending nomination is a member in good standing.  Membership in good standing requires the payment of an annual membership fee prior to directorship appointment. 

Payment of an annual membership fee (in accordance with the by-laws, except in cases of financial hardship) is required, as is to provide an address, birth date and telephone number.  

Section 2- Duties incumbent upon all Executive Board Members:

· Attendance at all monthly Executive Board meetings unless previously excused

· Notification to the President if Executive Board meeting attendance is not possible

· Payment of dues as specified Section 1 of this document

· Proper, appropriate, and timely communication with other members of the Executive Board

· Agreement to the Constitutional procedures for removal from office if necessary 

Section 3 – Duties incumbent upon all Chairpersons:

a) Meetings

· Schedule a regular meeting to be held at least, but not limited to, one (1) day per month

· To designate a regular time, date, and place for the monthly meeting

· To determine the above mentioned meeting specifications at the first committee meeting based on the requests of all committee members

· To report the meeting time, date, and place to the Secretary immediately after the first meeting so as to insure that the Secretary can properly update the internal and external calendar of MYD

· To email the names and email addresses of all committee meeting attendees to the Secretary no later than 72 hours after each meeting

· To promote committee meetings by way of the appropriate committee listserve 

       b) Reporting Structure

· To report directly to the Secretary who will act as point person and liaison and will mediate any concerns regarding the functioning of the committee 

c) Objectives

· To educate MYD members and the public regarding the issue of concern to their issue committee

· To hold at least, but not limited to, one (1) event per year

· To liaise with relevant groups already involved in promoting positive change

· To read the Policy Position Paper authored the previous year to: 

· determine if this paper can be used to conduct outreach to electeds and the policy community

· make corrections and additions if needed

· use this paper to help set the group's agenda

