ASQ Middle Tennessee Section 1118

Programs Chair

Responsibilities Specific to Section 1118:

· Update asq-middletn.org website, as needed:
· Next meeting information due by the last Wednesday of August through April
· Current year’s program information as it becomes available

· Previous meeting highlights

· Next year’s program information as it becomes available

· Find and obtain commitment for:
· Speakers/topics for clinics in Sep., Oct., Nov., Jan., Feb., Mar., and Apr.

· Speakers/topics for main presentations in Sep., Oct., Nov., Jan., Feb., Mar., and Apr.

· Inform Treasure & Membership Chair of free admission for speakers
· Facility tours in Dec. and May

· Introduce speakers for clinics, main presentations, and tours
· Speaker awards for clinics and main presentations:
· Obtain speaker awards prior to meetings
· $25 gift certificate
· ASQ mug, duffle bag, etc.

· Present speaker awards at meetings

· ASQ Section 1118’s projector, screen, & banner:
· Maintain section’s equipment

· Bring equipment to meetings

· Bring ASQ pencils to meetings
· Meeting room set-up

· Arrange tables/chairs appropriately

· Set-up projector, screen, and laptop (verify operational)

· Member “door prize”

· Purchase ASQ mug, duffle bag, etc. for 7 membership meetings

· Conduct drawing for door prize
· Meeting evaluations:

· Maintain evaluation/feedback form (on website)
· Make approximately 40 copies for each meeting/tour
· Distribute, collect, analyze forms for meetings/tours
· Report results at next board meeting
Website Instructions:

1. Enter Bondware administration site going to asq-middletn.org, selecting Leadership and Admin Login and by entering username and password (both are case sensitive)
2. Update next meeting page by deleting old meeting information and adding new information to webpage http://www.asq-middletn.org/admin_content.php?edit=145 and http://www.asq-middletn.org/admin_content.php?edit=146  by following instructions in 1 Website Editing Tutorial-Selecting Page or Article and 2 Website Editing Tutorial-Editing Page or Article
a. Article summary: this will automatically appear in the next eParadigm
b. Article text: this will show up on the next meeting webpage only
3. Update previous meeting’s highlights by deleting old meeting highlight information and adding new information to webpage http://www.asq-middletn.org/admin_content.php?edit=147 and http://www.asq-middletn.org/admin_content.php?edit=148 by following instructions in 1 Website Editing Tutorial-Selecting Page or Article and 2 Website Editing Tutorial-Editing Page or Article

4. Update current year’s program information on webpage http://www.asq-middletn.org/admin_content.php?edit=77 by following instructions in 1 Website Editing Tutorial-Selecting Page or Article and 2 Website Editing Tutorial-Editing Page or Article

5. Update next year’s program information on webpage http://www.asq-middletn.org/admin_content.php?edit=133 by following instructions in 1 Website Editing Tutorial-Selecting Page or Article and 2 Website Editing Tutorial-Editing Page or Article
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