
INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
PRESIDENT

Member and Chairman of the Board

The President acts as Chairman of the Board at regular and special Board meetings.

Representative of Chapter at ALA Events

Represents Chapter at certain ALA conferences, seminars, meetings and institutes,
including, but not limited to, the following:

(Chapter financial sponsorship for attendance at these events is first dependent upon
Chapter finances being available and must be approved by the Board.)

ALA Annual Educational Conference & Exposition (“Annual
Conference”) held in the Spring, usually late April or in May.  Region 3
Council meeting is held in conjunction with the Annual Conference, and
the President is expected to attend the meeting as representative of the
Chapter, as well as any other meetings scheduled during the annual
Conference at which a Chapter representative is required by ALA or
deemed necessary by the Board.  In the event the President is unable to
attend, the President-Elect or an alternate from the Board is to be
recommended by the President and approved by the Board.

The Chapter financially sponsors, if Chapter finances are available, the
attendance of the President or an alternate to a maximum of $2,500 for the
registration fee plus travel expenses such as airfare, lodging and meals not
included with the registration fee or provided at the conference or meeting.
Additional Chapter financial sponsorship is dependent upon the location
of the Annual Conference which has an impact on the estimated travel
expenses to be incurred and on the state of the Chapter’s finances.
Requests for Approval for such additional financial sponsorship should be
submitted in writing to the Board by the President or the alternate attendee
as far in advance of the Annual Conference as possible.

If the President is unable to attend the Annual Conference, the President
may elect to attend the Annual Region 3 Conference instead and will
receive sponsorship at the level described in the section immediately
below.

Annual Region 3 Conference and Council Meeting.  In addition to the
Region 3 Council meeting held in conjunction with the Annual



Conference, a Region 3 Council meeting is held in conjunction with the
Annual Region 3 Conference & Exposition (“Region 3 Conference”)
currently held in the Fall each year at a location within ALA Region 3 or
within a combined district when the conference is a joint regional
conference.  In the event the President-Elect is unable to attend the Region
3 Conference and related meetings requiring a Chapter representative, the
President or an alternate attendee from the Board is to be recommended by
the President and approved by the Board.

The Chapter financially sponsors, if Chapter finances are available, the
attendance of the President-Elect or an alternate to a maximum of $1,200
for the registration fee plus travel expenses such as airfare, lodging and
meals not included with the registration fee or provided at conference or
meeting.  Additional Chapter financial sponsorship is dependent upon the
location of the Region 3 Conference which has an impact on the estimated
travel expenses to be incurred.  Approval for such additional financial
sponsorship should be submitted in writing by the President or the
alternate to the Board for approval of payment as far in advance of the
Region 3 Conference as possible.

ALA Reporting Requirements

Ensures all reporting requirements mandated by ALA Headquarters are met, including
those assigned to other Board members.

Approves ALA International Membership Applications

Reviews, approves and returns to ALA, membership applications of new ALA members
located within Indiana Chapter jurisdiction.  A copy of the approved application goes to
the Membership Chairperson for generation of a letter providing Chapter membership
information to the new ALA International member.

Bar Relations

Indiana Chapter representative (if and when required) and co-liaison to Indiana State Bar
Association with any other person designated as Bar Liaison.

Chapter Management

Under the authority and supervision of the Board, the President is responsible for overall
Chapter management and delivery of services to the general membership.  Develops
agenda for, and serves as Chair at, monthly and special Board meetings.  Provides
assistance and advice to Chapter Officers and Committee Chairpersons regarding
operation of offices and committees.  Recommends to the Board formation of new
committees and changes in existing committees.  Develops agenda for, and presides over,
the monthly general membership meeting.  With Board input, plans annual meeting of the



Chapter held each February, such meeting to include a “State of the Chapter” report to
the members and an opportunity for members to identify Chapter questions and concerns.
Coordinate annual retreat, typically after CLI.

Mentor to President-Elect

The President works closely throughout the Chapter year with the President-Elect.  An
effort is to be made by the President to include the President-Elect in selected Chapter
and ALA International activities to not only assist the President and the Board in Chapter
management, but to familiarize the President-Elect with the duties of the office of the
President.

Nominating Committee and Election of Officers

The President serves on the Nominating Committee for election of officers for the next
Chapter year along with two (2) members-at-large appointed by the Board.

Budget

The President, President-Elect and Treasurer will put together a draft annual budget for
review by The Board of Directors by the January board meeting.

Bylaws

The President will read the Chapter Bylaws prior to or within 30 days of taking office.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
PRESIDENT – ELECT

Member of the Board

As a member of the Board, the President-Elect is expected to attend regular and special
Board meetings. The President–Elect is additionally expected to assist the President and
the Board in Chapter management.

Preparation for Office of President

An effort is to be made by the President to include the President-Elect in selected Chapter
and ALA International activities to not only assist the President and the Board in Chapter
management, but to familiarize the President-Elect with the duties of the office of the
President in preparation for the President-Elect to assume those duties and
responsibilities the next Chapter year.

Succession to Office of President

The President-Elect succeeds to the office of President for the remainder of the Chapter
year should the President be unable to complete his/her term of office.

Annual ALA-Sponsored Chapter Leadership Institute

This ALA-sponsored event is held in the summer.  Because of the importance of this
institute to Chapter leadership and management, The President-Elect is expected to
attend.  If the President-Elect cannot attend, the President will be asked to substitute for
the President-Elect.  Currently, the expenses of one (1) Chapter representative at this
Institute are paid by ALA National. These expenses include the registration fee, airfare
and lodging with meals provided by ALA during the Institute.  Reasonable and necessary
expenses incurred by the Chapter representative attending this Institute, not paid by ALA,
may be submitted in writing to the Board for review and possible approval of
reimbursement.

Representative of Chapter at ALA Events

Represents Chapter at certain ALA conferences, seminars, meetings and institutes,
including, but not limited to, the following:

(Chapter financial sponsorship for attendance at these events is first dependent upon
Chapter finances being available and must be approved by the Board.)



ALA Annual Educational Conference & Exposition (“Annual Conference”) held
in the Spring, usually late April or in May. Region 3 Council meeting is held in
conjunction with the Annual Conference, and the President is expected to attend
the meeting as representative of the Chapter, as well as any other meetings
scheduled during the annual Conference at which a Chapter representative is
required by ALA or deemed necessary by the Board.  In the event the President is
unable to attend, the President-Elect or an alternate from the Board is to be
recommended by the President and approved by the Board.

The Chapter financially sponsors, if Chapter finances are available, the attendance
of the President or an alternate to a maximum of $2,500 for the registration fee
plus travel expenses such as airfare, lodging and meals not included with the
registration fee or provided at the conference or meeting.  Additional Chapter
financial sponsorship is dependent upon the location of the Annual Conference
which has an impact on the estimated travel expenses to be incurred and on the
state of the Chapter’s finances.  Requests for Approval for such additional
financial sponsorship should be submitted in writing to the Board by the President
or the alternate attendee  as far in advance of the Annual Conference as possible.

If the President is unable to attend the Annual Conference, the President may elect
to attend the Annual Region 3 Conference instead and will receive sponsorship at
the level described in the section immediately below.

Annual Region 3 Conference and Council Meeting.  In addition to the Region 3
Council meeting held in conjunction with the Annual Conference, a Region 3
Council meeting is held in conjunction with the Annual Region 3 Conference &
Exposition (“Region 3 Conference”) currently held in the Fall each year at a
location within ALA Region 3 or within a combined district when the conference
is a joint regional conference.  In the event the President-Elect is unable to attend
the Region 3 Conference and related meetings requiring a Chapter representative,
the President or an alternate attendee from the Board is to be recommended by the
President and approved by the Board.

The Chapter financially sponsors, if Chapter finances are available, the attendance
of the President-Elect or an alternate to a maximum of $1,200 for the registration
fee plus travel expenses such as airfare, lodging and meals not included with the
registration fee or provided at conference or meeting.  Additional Chapter
financial sponsorship is dependent upon the location of the Region 3 Conference
which has an impact on the estimated travel expenses to be incurred.  Approval
for such additional financial sponsorship should be submitted in writing by the
President or the alternate to the Board for approval of payment as far in advance
of the Region 3 Conference as possible.



ALA Reporting Requirements

Ensures all reporting requirements mandated by ALA Headquarters are met, including
those assigned to other Board members.

Reconciliation of Financial Records

On a monthly basis, receives from the Treasurer copies of bank statements, and any other
records and reports necessary, for reconciliation and verification of the Chapter’s
financial records.  President-Elect is required to reconcile the Chapter’s financial
accounts on at least a bi-monthly basis.

Budget

The President, President-Elect and Treasurer will put together a draft annual budget for
review by The Board of Directors by the January board meeting.

Election of Officers

Accepts nominations for officers from the general membership and is responsible for
mailing ballots, when appropriate, for the election of officers under the term in which
he/she will serve as President.

President’s Awards of Excellence

The President-Elect shall assist the Immediate Past President in completing the Chapter’s
application form for the President’s Awards program and ensuring it is mailed in a timely
manner. The President-Elect  is responsible for monitoring and ensuring that the Chapter
performs at the highest level possible.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
TREASURER

Member of the Board

As a member of the Board, the Treasurer is expected to attend regular and special Board
meetings.

Signatures of Officers at Financial Institutions

Immediately after assuming office, the Treasurer is responsible for obtaining signatures
of all new officers for filing with the bank maintaining the Chapter checking account and,
if required, signatures of all new officers for filing with the company maintaining any
other financial accounts of the Chapter.

Annual Chapter Budget

With the assistance of the President and President-Elect, the Treasurer prepares and
submits to the Board a proposed annual Chapter budget as soon as possible after the
beginning of the fiscal year (January 1), but not later than the February Board meeting.

Monthly Membership Luncheon Meetings

Greets members, verifies registrations and fees for the luncheon and collects unpaid
luncheon fees.

Reports to the Board and Membership

Submits to the Board a monthly Treasurer’s Report showing income, expenses and an
account balance for each bank or other financial account maintained by the Chapter.

Annual Chapter filings

Completes, circulates for signatures and timely files the annual Report of a Not-for-Profit
Organization of the Indiana Chapter of ALA with the Indiana Secretary of State in the
anniversary month of the association. Completes and timely files annual income tax
returns.



Annual Salary and Benefits Survey

Coordinates with the Salary Survey Chairperson to oversee the revision and distribution
of the survey questionnaire, reviews the data before publication, and handles sales of the
survey throughout the year.

Scholarships

Receives information from the Director of Education regarding scholarship recipients.
The Treasurer is contacted by recipients and works to pay our scholarship awards.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
SECRETARY

Member of the Board

As a member of the Board, the Secretary is expected to attend regular and special Board
meetings.

Board Meeting Minutes

Records minutes of Board meetings and submits such minutes to the President for
approval by the Board at the succeeding Board meeting. Keeps copies of approved Board
meeting minutes on file and publishes approved minutes to the Chapter members either
by e-mail or by posting the minutes on the Chapter’s web site. Sends minutes to regional
officers after approval by board.

Monthly Membership Luncheon Meetings

Arranges meeting room and selects the menu for monthly meetings as far in advance as
possible.  Provides pre-printed stick-on name tags pursuant to the reservations received,
denoting Board members and positions held by using a different color tag.

Notices of Monthly Meetings

Tracks member attendance reservations. Coordinates with the meeting facility to obtain
adequate supply and service. Sends Treasurer and Director of Education copy of
attendees after each meeting.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
IMMEDIATE PAST PRESIDENT

Member of the Board

As a member of the Board, the Immediate Past President is expected to attend regular and
special Board meetings.

Past President’s Council

The Immediate Past President is Chair of the Past President’s Council.  The Past
President's Council is comprised of all current members who have served in the past as an
Indiana Chapter President. Its purpose is to provide leadership, knowledge and history to
the Chapter, and to spearhead special projects on behalf of the Chapter, especially efforts
to engage participation by new and inactive members.

ALA Filing and Reporting Requirements

Assists President in particular and the Board as a whole in complying with mandated
ALA filing and reporting requirements.

Chapter Mission Statement

Reviews Chapter’s Mission Statement and Goals at the beginning of the Chapter year and
makes recommendations to the Board for any change necessary to keep the Mission
Statement and Goals relevant and current as defined by the board for the current Chapter
year.

Annual Review of Chapter Bylaws and Filing with ALA

Reviews Chapter Bylaws at the beginning of the Chapter year and makes
recommendations to the Board for any changes necessary to keep the Chapter bylaws
current with the Chapter’s Mission Statement and goals, the needs of the Chapter
members, and to assure conformance with ALA Bylaws.  Submits proposed changes in
Bylaws to ALA and ensures current Bylaws are on file with ALA.

President’s Awards of Excellence

Responsible for monitoring and ensuring that the Chapter performs at the highest level
possible for the President’s Awards program. The Immediate Past President shall mentor



the President-Elect as to the necessary steps required to complete the President’s Award
of Excellence and is responsible for ensuring it is mailed in a timely manner.

Foundation of the Association of Legal Administrators Grants and Silent Auction
Donation

Provides and implements ideas for the Silent Auction presentation to be given at the
annual National ALA Conference.  The Immediate Past President shall make
recommendations and obtain approval for the items to be purchased and organize
packaging and transporting to the Annual National ALA Conference.

The Immediate Past President will also monitor any Foundation of the Association of
Legal Administrators Chapter initiatives.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
DIRECTOR OF MEMBERSHIP

"DOM"

Member of the Board

As a member of the Board, the Director of Membership is expected to attend regular and
special Board meetings.

New ALA International Members & Prospective Members

Upon notice from the President of the new ALA International members, the Director of
Membership sends a timely letter to those new members on behalf of the Chapter with
information on the Chapter and its meetings, with an invitation to become a member of
the Chapter; provides copies of these letters to the President and Secretary.  The DOM
also sends information on Chapter membership to prospective, but not yet ALA,
members.

Chapter Dues Payments

Sends annual dues statements to Chapter members, follows up on annual dues remaining
unpaid, and provides a report to the Board on annual dues collected at the conclusion of
the payment period.

Chapter Membership List

Maintains the Chapter Membership List and Board Membership List and provides copies
to the Board and members as needed.

ALA Chapter Membership Verifications

Reviews and verifies against Chapter records the ALA quarterly
New/Reinstated/Prospective/Dropped reports for Chapter 235 and those members of
“Chapter 903” located within Indiana jurisdiction.  Review and verifies against Chapter
records the ALA semi-annual Chapter Verification list; returns the Chapter Verification
List to ALA with any corrections.



Member Recruiting

Serves as Director of the Membership Committee. The DOM is responsible for
developing and implementing recruitment campaigns in order to increase chapter
membership, as needed.

Mentor Program

Responsible for developing, implementing and monitoring the Mentor Program.
Responsible for reviewing and revising the New Member Welcome Packet and Chapter
Brochure annually.

Member Activation and Retention

Responsible for developing, implementing and monitoring member retention campaigns.
The goals of these campaigns are to increase chapter attendance for all events, to activate
inactive members through building relationships with all chapter members, encouraging
members to serve on committees and developing future chapter leaders.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
DIRECTOR OF EDUCATION

Member of the Board

As a member of the Board, the Director of Education is expected to attend regular and
special Board meetings.

In Absence of President-Elect

Presides as Chair at any Board meeting the President and President-Elect cannot attend.

Planning of Education Presentations

At the beginning of the chapter year, develops, with Board input, a list of suggested
educational topics and presentations for monthly meetings.  Continually updates the list
according to the needs of the membership and the availability of prospective speakers.
Provides finalized Chapter educational programs calendar(s) to Board for inclusion in
Chapter calendar of upcoming events.  Attempts to ensure that a sufficient number of
President’s Awards of Excellence topics are covered.

Notices to Membership

Provides monthly notice of meetings to membership. These notices will be sent two
weeks before event.

Host / Hostess to Speakers

Greets and accompanies the guest speaker at monthly meetings and introduces the
speaker and topic.

Program Evaluation Sheets

Distributes and collects Program Evaluations immediately following monthly
membership meetings.



Coordinator – ALA Teleseminars

Depending upon the education programs scheduled and the needs of the members,
arranges for and registers the host site, and provides notice of the teleseminar to the
general membership.

Reports to ALA Headquarters

At least quarterly, provides a Chapter Education Summary of Chapter educational
programs and presenters to ALA Headquarters.

Chapter Holiday Party

Responsible for coordination and implementation of the Chapter Holiday Party in
December.  Makes recommendations to the Board  to establish the date, time and place to
conduct the Chapter Holiday Party and, together with a Committee, shall coordinate and
implement the event.

Scholarships

Responsible for informing treasurer of recipients of educational scholarships.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
DIRECTOR OF COMMUNICATIONS

Member of the Board

As a member of the Board, the Director of Communications is expected to attend regular
and special Board meetings.

Communications Committee

The purpose of the Communications Committee is to develop and implement an annual
Communications Plan designed to deliver timely and relevant information while
promoting the International Association of Legal Administrators image of Legal
Professionals. Our goals are to facilitate communications exchanges between by the ALA
National organization, the Indiana Chapter (INALA) Board of Directors, Chapter
Members, Business Partners and our Community.

This position is responsible for developing and disseminating information and programs
to our audiences through a variety of communication formats.

The position of Director of Communications is divided into two separate job
responsibilities and associated committees.  In order to manage these, we have broken
down the position into two Committees, with Chairs for each position who report directly
to the Director of Communications. The make-up of the committees fluctuates during the
course of the year.  Volunteer opportunities are available for the projects listed below.

Communications - Technology Committee Chair

The purpose of this committee is to develop and support technology including the
Chapter website at www.alaindiana.org in order to establish and maintain an online
presence for the chapter for the benefit and use of ALA Indiana members and our
Business Partners. The Technology Chair is responsible for overseeing a committee to
maintain the Chapter website throughout the Chapter year.

 The Technology Committee, through the Director of Communications shall:
 Meet at least once per quarter to review the current website and decide if any

information needs to be refreshed or removed and determine if the website needs
design changes to keep the information accurate in accordance with ALA
International guidelines;

 Provide new INALA members a login and password for the 'Members Only' area
of the website;



 Coordinate with the website designer and host, as needed, to amend and update
the Chapter website;

 Provide any technical assistance from the Education Chair for posting Chapter
Meetings and Events.  Information on education topics and speakers will be
provided by Programs Chair and Secretary;

 Develop and post current Chapter news weekly/monthly to the News Tab on the
website;

 Update the Chapter Board members and Regional Officers immediately upon
conclusion of elections;

 Assist Photographer in posting photos to the Gallery section for the various
Chapter events, i.e., Community Connection Weekend, Managing Partner Dinner,
National and Regional ALA Conferences, Chapter Leadership Institute, Business
Partner Showcase and Business Partner Social Events;

 Post Newsletters, Salary Survey, Interest Surveys, Press Releases and other
member and Business Partner Communications;

 Manage the Business Partner sections of the website which includes
adding/maintaining our annual Business Partners Contact Information and all
other Business partner Program information in conjunction with the Business
Partner Relations Committee;

 Posts approved minutes from Board meetings;
 Post all information requested by all ALA Board Members or Committee

Members
 Manage the LinkedIn Account for the ALA Indiana Chapter responsible for

accepting all ALA Member Invitation, emails and other communications;
 Work with the Director of Communications and the Marketing & Public Relations

committee to provide Social Media services including RSS Feeds (TBD),
LinkedIn, Facebook (TBD), Podcasts & Webcasts.

Communications – Marketing & Public Relations Committee Chair

The purpose of this committee is to manage all aspects of communications with regard to
ALA Indiana Chapter Marketing and Public Relations.  Areas of responsibility include:

 Community Connection Weekend
 Salary Survey
 Interest Surveys
 Newsletters
 Press Releases
 Chapter Photographer
 Community Relations Position (Bar Associations)
 Diversity Program Position



The Marketing & Public Relations Committee, through the Director of Communications,
shall:

 Oversee and plan the annual Communication Connection Weekend. The
purpose is to provide the local venue for Chapter participation in ALA
International annual Community Connection Weekend, held in the fall each
year, which fosters community service and volunteerism, while promoting
collegiality among Chapter members.

 Make recommendations to the Board as to opportunities of service;
 Organize the event;
 Solicit participation from Chapter members;
 Send the required reporting information to ALA headquarters
 Oversee and plan the annual Legal Support Compensation & Benefit Salary

Survey.  The purpose of the Salary Survey is to conduct an annual survey of
the compensation and benefits provided to non-lawyer employees;

 Oversee the revision and distribution of the survey questionnaire, reviews the
data before publication, and handles the sales of the survey throughout the
year. Work with the board Treasurer to manage survey payments;

 Develop a Indiana Chapter member Interest Survey in conjunction with the
board members;

 Assist the Chapter President with the creation of the ALA Indiana Chapter
newsletter;  work with the Technology Chair to publish it to the ALA Website
(quarterly or bi-annually);

 Create and distribute Press Releases in conjunction with the board members;
 Develop relationships and communicate with the local and State Bar

Associations
 Schedule Chapter Photographer to cover Chapter events.



INDIANA CHAPTER
ASSOCIATION OF LEGAL ADMINISTRATORS

JOB DESCRIPTION
DIRECTOR BUSINESS PARTNER RELATIONS

The Business Partnering Committee promotes and maintains strong vendor relationships
in order to enhance the services and benefits available to chapter members and strengthen
the chapter's economic base.  Once a year we seek monetary donations from our Business
Partners and then partner with them at social events and our annual conference.  Through
our business partnering, we are able to offer scholarships  to local, regional and national
conferences.  The Director helps recruit new Business Partners and serves as the liaison
between the Chapter and Business Partners by communicating the benefits and
opportunities available for participating Business Partners

Business Partner Advisory Council and Leading Quarterly Meetings

The liaison is responsible for the selection of Business Partners to participate on the
Business Partner Advisory Council as well as setting quarterly meetings.  The purpose of
the Advisory Council is to allow Business Partners the opportunity to meet with Board
representatives to offer suggestions and give feedback on the Business Partner
sponsorship program.

Business Partner Master List

The liaison is responsible for the compilation and maintenance of the Chapter’s master
list of Business Partners.

Business Partner Sponsorship Program

Makes recommendations to the Board regarding Business Partner sponsorship
opportunities.  The Director is responsible for managing RSVP and payments by
Business Partners to coincide with their choice under the Chapter Business Partner
Sponsorship Program and following up with those Business Partners who have not paid
their sponsorship.  Sponsorship opportunities should be communicated to Business
Partners in the later part of  each year in order to allow Business Partners to plan their
budgets for the following year.

Business Partner Showcase

The Director is responsible for implementing the Business Partner Showcase. The
Director will make recommendations to the President to establish the date, time and place



to conduct the Business Partner Showcase and, together with a Committee, shall
coordinate and implement the event.

Business Partner Outings

The liaison is responsible for implementing all  Business Partner Outings. The Director
will make recommendations to the President to establish the dates, times and places to
conduct the Business Partner Outing and, together with a Committee, shall coordinate
and implement the events.
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