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Position Summary 
The Director of Technology identifies, implements, and maintains the Chapter website, virtual meeting 
tools, and other technologies that support board goals and improve member services. 
 
Responsibilities 

• Supports board and chapter functions by developing and maintaining the Chapter website with 
accurate and current content. 

• Partners with Programs and Marketing and Communications to ensure chapter programs and 
events are posted to the website in a timely manner and email marketing communications are 
scheduled. 

• Partners with Membership and Marketing and Communications to ensure online membership 
applications are maintained on the website and membership communications are scheduled. 

• Serves as subject matter expert on additional technology tools such as virtual meetings, surveys, 
discussion boards, online-forms, e-commerce, and other features as appropriate. 

• Provides help, technical support and training with the various technology tools as needed. 
• Acts as point of contact and liaison with website host.  
• Serves as primary producer for virtual meetings and trains other to serve as the producer. 
• Researches, develops, and facilitates the sourcing of new ideas and concepts for using 

technological innovation to deliver enhanced services to members.  
• Recruits and trains volunteers to support the technology function and develops successors for the 

Director of Technology role. 
• Attends and participates in monthly board meetings, chapter meetings, and ATD Chapter Leaders 

Conference (ALC), when available. 
 
 
Requirements 

• Be a member in good standing of CVATD and ATD 
• Ability to serve full term of the position (2-years) 
• Consistently attend CVATD Board and Committee meetings or appoint a representative to attend 
• Regularly attend CVATD events and functions 
• Associate Professional in Talent Development (APTD) or Certified Professional in Talent 

Development (CPTD) Certification encouraged 
 
Time Commitment 

• Attend board meetings: 1-2 hours monthly 
• Attend board retreats: 4 hours twice per year 
• Perform project work: 

o 1-3 hours/month for administration and 1:1 meetings 
o 1-3 hours/month updating website with programming or other content 
o 2-4 hours/month acting as webinar producer, as needed 
o 1 hour/month preparing monthly board reports 
o 5-10 hours/year for strategic planning and special projects 

• Optional development activities: Monthly webinar with NAC, ATD Leadership Conference 
 
Benefits of Serving 

• Discounted ATD membership and free upgrade to Professional Plus membership 
• Develop/practice organizational and leadership skills 
• Opportunity to increase professional network by participating chapter meetings, board meetings, 

regional, or ATD Leadership meetings and events 
• Professional development opportunities through NAC and ATD Chapter Leadership Programs 

(budget permitting) 
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