COMMUNICATION SKILLS INSTRUCTOR (CSI)
TITLE

Communication Skills Instructor (CSI)

BASIC POSITION DESCRIPTION

The Instructor teaches and models communication skills by demonstrating and practicing them.

CS INSTRUCTOR’S RESPONSIBILITY WHILE IN ORIENTATION

1. To present two CSE workshops within 12 months of training.

2. To record the first CSE workshop and have the recording reviewed by the Trainer

3. The Trainer has the option of asking the CSI in orientation to also record her second CSE workshop

4. Submit to the Trainer within two weeks of the presentation, a completed “Session Report for CSIs in Orientation”.

CS INSTRUCTOR’S RESPONSIBILITY TO THE AREA

1. Conduct at least one CSE workshop every 12 months.

2. Participate as a member of the Area Council.

3. Participate in the Area Conference by:

· Suggesting topics for sessions.

· Promoting CSE at the Area Conference.

· Presenting CSE/communication related topics at the Area Conference.

· Offering to hold CSE sessions for Leaders and Leader Applicants.

4.
  Based on the needs of the Area, plan with theTeam: CSE sessions, District and other workshops, and Area Council meetings.

5.
Communicate with the Leader Department and Leader Accreditation Department regarding any specific and special concerns about session participants.  The confidentiality of a CSE session and the sensitivity of some information must be recognized by all concerned.

6.
Maintain complete financial records, including:
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Expenses:  mileage, tolls, parking, supplies, phone, postage, and copying.
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Income:  from session participants, book sales, or other sources.
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Reimbursement requests:  receipts and itemized costs.  (These are sent to the Area Finance Coordinator.  Reimbursement is approved according to the Area’s finance policy 
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Budget projections for the coming year.

7.
Communicate with other Area Council members as needed.

8. Promote CSE in the Area through a variety of means, which may include submitting an article for every issue of the Area Leaders’ Letter.  This article can be original, reprinted from another source or written by someone other than the CSI. 

9. Help identify prospective Instructors and give the ACL input on selection of Instructor candidates.

10. Present CSE sessions, workshops, and presentations for Area Council meetings.

11. Participate in District Workshops and Area Council meetings.

AREA’S RESPONSIBILITY TO THE CSI

1. Support and encourage the CSI as she undertakes the setting up and maintenance of the Communication Skills Department in her Area.

2. Communicate with the CSI through personal correspondence and Area Council memos, keeping her informed of Area activities and business and including her in Area activities i.e., conferences, workshops, Area Council meetings, etc.

3. Provide reimbursement to the CSI for expenses approved according to the Area’s finance policy.

4. Provide funds, when available, for CSI to attend Administrator Workshops, such as those held at LLLI Conferences, Leader Development Seminars and CSD Workshops.

5. Request topics from the CSI for inclusion in the Area Conference.

6. Inform CSI of upcoming District Workshops and request her input.

CS INSTRUCTOR’S RESPONSIBILITY TO EASTERN UNITED STATES DIVISION

1. Regular and consistent contact with the Instructor Trainer until orientation is complete.

2. Maintenance of minimum skills through conducting at least one CSE workshop) every 12 months.

3. Participation in Administrator Workshops, such as those held at LLLI Conferences, Leader Development Seminars and CSD Workshops.

4. Maintaining contact with the EUS Communication Skills Department Administrator (CSDA) or  Administrative Associate (CSDAA) through annual reports, and as needed on an ongoing basis.

5. Reading and responding to all written correspondence received from Division personnel.

EUS’s RESPONSIBILITY TO CS INSTRUCTOR

1. Timely responses to written correspondence.

2. Periodic opportunities for CSIs to gather and hone their skills.

3. On-going support through memos and articles in Eastern Union.

RESPONSIBILITY OF CSI IN ORIENTATION

1. Present two CSE workshops within 12 months of training.

2. Record the first of the two CSE workshops and have the recording reviewed by a Trainer.  The Trainer has the option of asking that the second workshop also be recorded.

3. Complete the “Session Report for CSIs in Orientation for the first two CSE workshops.

4. Maintain contact with the CSDAA throughout the orientation period.

TERM OF COMMITMENT

Three years, with optional yearly renewal for two more years for a total of five years.  At time of renewal the ACL and CSDA will review activities and commitment.

