Draft Job Description: Program Director, AIA-Central Mass
Hours: one day/week; 20 hours/month

Reports to: Board of Directors

Compensation: Negotiable

The primary role of the Program Director is to coordinate the activities and membership of AIA-Central Mass
*Coordinate monthly programs of interest to members: secure location, speaker, send out electronic invitations

*Produce monthly e-newsletter with news, announcements of interest to members

*Coordinate annual scholarship program in spring

*Schedule and support monthly Board meetings: minutes, location

*Respond to member inquiries and coordinate membership lists with BSA

Essential to work independently.  Knowledge of architecture required (do not need to be a licensed architect).  Computer literacy required: Knowledge of Constant Contact, basic web design a plus.

