[image: image1.png]¢ GLN

Global Language Network



GLN Organizational Structure













*Legend:

Green = Positions Not Active for the next 6-12 months

Blue = Executive Board (‘GLN Senior Management’) – Positions Filled
Yellow = Directors (‘GLN Project Managers’) – Positions Open for Recruitment
Red Font = Full-time Paid Positions
Organizational Structure Background
GLN’s governing body comprises of two full-time staff and a large governing body of skilled and dedicated volunteers who are invested in GLN’s success. 
The GLN Executive Board consists of dedicated individuals who have been involved with The Global Language Network for an extended period of time, have contributed to the organization’s success and have demonstrated lasting commitment to the organization’s mission and growth. Each person on the Executive Board possesses unique skills and expertise as well as determination to drive GLN forward. The GLN Executive Board is the de facto ‘senior management’ of the organization whose main role is to provide leadership and develop the organization’s overall strategy. 

The GLN Directors will aid the Executive Board with the implementation of GLN’s strategic goals. Each Director may choose to recruit a “Chair” (for instance, Director of Grant-writing might have a “Chair of Grant-writing”) to assist with his or her tasks and responsibilities. The Director may recommend a specific individual or GLN can help recruit a volunteer to serve as a Chair. 
This organizational structure is created to ensure smooth succession where a ‘chair’ can step up and become a ‘director’ and a ‘director’ can step up and become a ‘vice president’ should such a need arise.

GLN Directors

OVERVIEW

To aid the Executive Board with the implementation of GLN strategic goals, GLN will initially recruit 9 directors (Grant-Writing, Business Strategy, Teacher Development, Events, Graphic Design, Web Development, Communications, Information Systems, and Administration). Each director must commit to a 6-month involvement with the organization which will require a time commitment of 10-20 hours per month. 

All directors will work closely with the Executive Board and will sit on different committees (see page 7 for more on committees). They will work together to brainstorm broader ideas and strategies and will also have specific individual duties and responsibilities (for position descriptions see page 3). A given director may request to sit on more committees than the ones he/she is assigned to if he/she believes he/she has the necessary skills, experience and time to help with additional tasks. 

DIRECTOR BENEFITS: 

· Gain valuable experience while enjoying creative freedom
· Hone existing skills and develop new skills in a low-pressure environment
· Collaborate with GLN’s diverse and enthusiastic volunteer base 
· Enjoy priority registration for GLN classes
· Connect with people who share similar interests and understand the value of language and cultural competence
· Apply your skills, expertise and experience to GLN’s growth and development
DIRECTOR EXPECTATIONS: 

· Serve as a GLN Director for at least 6 months 
· Commit 10-20 hours per month to volunteering with GLN 
· Respond to all GLN-related correspondence in a timely manner 
· Attend at least 2/3 of all committee meetings 
· Carry out all duties and responsibilities specified in this document by the agreed upon deadlines 
DIRECTOR POSITION DESCRIPTIONS
DIRECTOR OF GRANT WRITING
The Director of Grant Writing is responsible for researching foundational grants and preparing grant applications. He or she will be involved in the Committee on Business Strategy and will work closely with the President.
Duties and Responsibilities
· Research foundational grant opportunities that support curriculum development and/or capacity building/operational expenses
· Work with President to prepare applications for 2-3 foundational grants over the next six months
· Recruit, train and manage a Chair of Grant Writing to aid with grant research and editing of grant applications 
DIRECTOR OF BUSINESS STRATEGY

The Director of Business Strategy will be part of the Committee on Business Strategy and aid with the development of GLN’s business plan
Duties and Responsibilities
· Perform research and analysis on the competition
· Identify ways for GLN to expand its services to other locations in the Washington, DC area
· Assist Vice President of Business Strategy with other tasks related to business planning
DIRECTOR OF TEACHER DEVELOPMENT
The Director of Teacher Development is responsible for implementing policies on teacher retention, support and development. The Director of Teacher Development will respond to the Vice President of Program Development and will sit on the “Committee for Teacher Recruitment and Support” 
Duties and Responsibilities
· Assist Vice President of Program Development in preparing a teacher benefits package and developing teacher handbooks, guidelines and policies

· Help brainstorm goals, procedures and strategies for teacher recruitment and retention
DIRECTOR OF EVENTS 
The Director of Events is responsible for organizing events for GLN students, teachers and volunteers. The Director of Events will work closely with the Vice President of Program Development and the President in establishing strategies for better engaging the GLN member base through quality programming 
Duties and Responsibilities
· Research and identify appropriate venues where GLN can hold teacher and student happy hours
· Plan and organize monthly get-togethers for teachers and monthly happy hours for all GLN members
· Identify events (with an international/cultural theme) taking place within Washington, DC (for instance, Greek Festival, Embassy Open Doors, etc.) and collect information: 1) to advertise those events among the GLN member base (by working with Director of Communication on including links and descriptions of events on GLN newsletter, Facebook page and Twitter account) 2) to engage specific GLN members (teachers, students and volunteers) to participate in given events as a group
DIRECTOR OF GRAPHIC DESIGN
The Director of Graphic Design will participate in the “Creative Committee” together with the Vice President of Marketing and Advertising, the Director of Communications and the Director of Web Development and will help brainstorm marketing ideas to better promote GLN. The Director of Graphic Design is specifically responsible for providing technical support and expertise in developing GLN promotional materials (such as videos, brochures and fliers).
Duties and Responsibilities
· Help produce a GLN promotional video 
· Create GLN brochures and fliers as needed
DIRECTOR OF WEB DEVELOPMENT

The Director of Web Development will participate in the “Creative Committee” together with the Vice President of Marketing and Advertising, the Director of Communications and the Director of Graphic Design and will help brainstorm marketing ideas to better promote GLN. The Director of Web Development will be specifically responsible for the GLN website
Duties and Responsibilities
· Assist Vice President of Marketing and Branding in setting a vision for GLN’s website 
· Maintain and update the GLN website (by updating content as necessary) 
· Recruit and supervise the (existing or new) web team to handle the redesign of GLN’s website
DIRECTOR OF COMMUNICATIONS 
The Director of Communications will participate in the “Creative Committee” together with the Vice President of Marketing and Advertising, the Director of Web Development and the Director of Graphic Design and will help brainstorm marketing ideas to better promote GLN. The Director of Communications is specifically responsible for ensuring the functionality and effectiveness of proper GLN external information channels 

Duties and Responsibilities
· Work with GLN Executive Board in creating a wider “Social Media” strategy
· Design and maintain a monthly GLN newsletter 
· Create, design and maintain a GLN Fan Page 
· Maintain the GLN Twitter account 
DIRECTOR OF INFORMATION SYSTEMS

The Director of Information Systems is responsible for streamlining GLN operations that depend on information technology and managing a web team that will revamp and develop GLN’s online registration system and student database. 
Duties and Responsibilities
· Research web hosting options (purchase and maintenance of a virtual dedicated server) and suggest low-cost and effective IT alternatives to support GLN’s student growth 
· Create a monthly report on website traffic by using Google Analytics and provide feedback on how to improve website functionality 
· Work with President and Executive Coordinator in analyzing existing online registration system and student database and preparing a project plan to revamp the database to support more traffic and better functionality for students, teachers and administrators 
· Find and supervise the (existing or new) web team that will revamp GLN’s online registration system and student database
· Help set up and customize Salesforce CRM Non-Profit Pack
DIRECTOR OF ADMINISTRATION
The Director of Administration serves as the Secretary of the organization and will provide the Executive Board with administrative support as needed.
Duties and Responsibilities
· Maintain and update a database of GLN’s contacts (past and present teachers, past and present administrative volunteers, business and professional contacts, donors, supporters, etc. ) in Salesforce CRM 
· Read and archive newsletters in different subjects (language services, IT, fundraising, etc.) to identify potential useful leads for GLN’s growth and development
· Identify useful conferences/workshops/seminars/trainings beneficial to GLN’s mission and operations

· Provide other administrative support as needed
GLN COMMITTEES 

OVERVIEW

GLN will establish several committees that will accomplish important tasks related to GLN’s growth. The purpose of these committees is to channel the creative energy of GLN members and supporters and brainstorm strategies and ideas that will drive the organization forward. 
Each committee will be presided over by a member of the GLN Executive Board. Any Executive Board members as well as any GLN Directors or Chairs may serve on one or more committees based on their experience, skills and interests. Committee participation is also open to anyone who shows desire and determination to help GLN in a given area without necessarily wanting to commit to an official volunteer position within the organization. Every committee member must commit to attend at least 2/3 of all committee meetings and must agree to carry out certain tasks as decided upon by the committee as a whole and as assigned by the committee chair. 

Each committee will have a specific mandate (as described below). Upon completion of that mandate, the committee chair will determine the future scope of said committee.

COMMITTEE FOR BUSINESS STRATEGY

This committee’s main purpose is to discuss business strategy and complete a GLN business plan. This committee will be chaired by the Vice President of Business Strategy. Some of the committee tasks include, but are not limited to: 

· Perform a Strengths/Opportunities Weaknesses/Threats (SWOT) analysis by identifying and researching the competition as well as by profiling GLN’s member base and analyzing GLN’s existing services
· Identify ways for GLN to expand its services to other locations in the Washington, DC area

· Carry out financial planning for 2010-2012
COMMITTEE FOR TEACHER RECRUITMENT AND SUPPORT
This committee’s main purpose is to discuss how to select/screen, train, support and retain GLN teachers. This committee will be chaired by the Vice President of Program Development. Some of the committee tasks include, but are not limited to: 

· Outline a teacher outreach and recruitment strategy
· Create a ‘teacher benefits’ packet 
· Revamp the GLN teacher training 
· Brainstorm ideas for improving team building among teachers 
COMMITTEE FOR LANGUAGE RESOURCES 

This committee’s main purpose is to compile, organize and expand GLN’s language resources database to better support GLN teachers in the classroom. This committee will be chaired by the Vice President of Program Development. Some of the committee tasks include, but are not limited to: 

· Organize and classify existing language resources and materials
· Research more resources in a wider variety of languages 
· Filter resources and make a ‘best of’ selection by language, language family and language level 
COMMITTEE FOR EVENTS 

This committee’s main purpose is to brainstorm ideas for how to better engage the GLN member base and provide additional services that will be of interest to GLN’s constituency. This committee will be chaired by the President. Some of the committee tasks include, but are not limited to: 

· Research and identify appropriate venues where GLN can hold teacher and student happy hours
· Plan and organize monthly get-togethers for teachers and monthly happy hours for all GLN members
· Brainstorm ideas for other events GLN can participate in (whether as an organizer, sponsor, guest, etc) 
THE CREATIVE COMMITTEE

This committee’s main purpose is to brainstorm ideas for how to better market and advertise GLN in the community.  This committee will be chaired by the Vice President of Marketing and Branding. Some of the committee tasks include, but are not limited to: 

· Set a vision, design template and a sitemap for a new GLN website
· Write a script for a new GLN promo video 
· Brainstorm ideas for fliers and brochures
· Brainstorm a GLN slogan and GLN catch phrases
COMMITTEE FOR SOCIAL MEDIA

This committee’s main purpose is to create a social media strategy that would allow GLN to take full advantage of online communication tools and resources such as Facebook, Twitter, LinkedIn, etc.  This committee will be chaired by the President. Some of the committee tasks include, but are not limited to: 

· Set an overall strategy for utilizing Social Media to promote GLN as well as create a stronger sense of “Network” among the GLN member base

· Design and maintain a monthly GLN newsletter

· Create and design a GLN fan page

· Maximize the utility of the GLN Twitter account 

· Brainstorm ideas about utilizing other social media channels or tools
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