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Mission
Our Chapter:

The purpose of this association shall be to protect, promote, foster and advance the general welfare and interest of 
the commercial traveler. To establish channels of communication and to stimulate, promote and secure 
cooperation between its members and other persons, firms and corporations employing members of the travel 
profession, passenger carriers, hoteliers, governmental agencies having jurisdiction over various aspects of 
passenger transport, and others concerned with the requirements of the commercial traveler for the purpose of 
improving conditions and advancing the welfare and interests of the commercial traveler and the business travel 
professional. To promote, encourage, establish and conduct investigations, surveys and research in subjects 
useful to the travel profession and beneficial to it and the commercial traveler.

GBTA:

The Global Business Travel Association (GBTA) is the collective and authoritative voice of business travel 
management. We provide a forum for the constructive exchange of information and ideas among members. We are 
dedicated to enhancing the educational advancement and image of the profession and our members.
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Requirements for all positions
• TIME! You should be at all meetings. While there may be occasions that you can’t make 

a meeting, the plan should be to attend all. 

• Commitment: you are volunteering for a position that helps the association operate.  
While most of these roles will only need a few hours a month, to do them well requires 
more time. 

• Membership: You must be a member in good standing of the New York City Chapter of 
GBTA. 

© 2019 GBTA. All rights reserved.

3



Board Structure
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Chairman
The Chairman is the immediate past president.  Their role is to provide oversight to the 
board.  The Chairman also runs the nomination and election processes.  

The Chairman role is not elected.
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President
The President will preside at all meetings of the Board. The President may execute all 
contracts, deeds, and other instruments for and on behalf of the Association and will do and 
perform all other actions for and on behalf of the Association as the Board will authorize and 
direct. The President will enjoy and discharge generally such other and further rights, 
powers, privileges and duties as customarily relate and pertain to the office of President. The 
President shall have a fiduciary responsibility to the association and will need to keep the 
financial health of the organization as paramount.  

This position is elected.  It’s important to note that this role requires a lot time and energy.  
Like the Vice President, you will need to fill in if other board members do not complete the 
work the required of their role.  
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Vice-President
The Vice-President will perform such duties as assigned and will exercise such powers as 
may be granted by the Board and/or by the President. In the absence of the President, the 
Vice-President will perform the duties and exercise the powers of the President with the 
same force and effect as if performed by the President. If specifically authorized by the 
Board of Directors, the Vice-President may sign and execute in the name of the Association 
deeds, mortgages, bonds, contracts, or other instruments. The Vice-President shall have a 
fiduciary responsibility to the association and will need to keep the financial health of the 
organization as paramount. 

This position is elected.  As with the President role, this position requires a lot time and 
energy. You will be required to “pick up the slack” if other roles do not complete their tasks.  
This role works very closely with the President. 
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Treasurer
The Treasurer shall have general charge of the funds of the Association.  He/she shall 
receive all monies and keep the accounts of the Association.  The Treasurer shall also 
deposit the funds as directed by the Board of Directors, pay bills in accordance with the 
rules of the Board of Directors or upon its order, and shall make written report in full at each 
meeting of either the Board of Directors or the Association.  After the report has been 
accepted by motion it shall be turned over to the Recording Secretary to be incorporated in 
the permanent records of the Association. The Treasurer shall have a fiduciary responsibility 
to the association and will need to keep the financial health of the organization as 
paramount.

This role is elected.  This role requires timely attention to financial matters.  Items like our 
tax filings are essential to keeping our non-profit status. 
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Secretary
The Secretary shall attend all meetings of the Board of Directors and all Regular, Annual and 
Special Meetings of members and shall act as clerk at each meeting recording all votes and 
the minutes of all proceedings in a book to be kept for that purpose.  He/she shall read the 
appropriate minutes as designated.  He/she shall keep in safe custody the seal of the 
Association and when authorized by the Board of Directors and in compliance with the 
Bylaws shall affix it to any instrument requiring a seal.

This role is elected.  This role requires attention…attention to the meetings, to detail, and 
to the organization. 
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Director of Communication and PR
The Director of Communications and PR is responsible for how information about the 
Chapter is distributed through local and national media.  This role has primary responsibility 
for the chapter website and is the primary liason between Chapter and the Web-hosting 
service, the social media channels (with the assistance of a social media chair), and all 
outgoing communications from the board.  

This role is an elected position.  Organization and time management are paramount to 
this role.  An understanding of marketing and communication practices are helpful. Individual 
should be very tech savvy.  Ability to learn systems quickly is an asset as this role is 
responsible for maximizing the use of StarChapter.  Knowledge of STARChapter Site is a 
plus.  

© 2019 GBTA. All rights reserved.

10



Director of Membership
The Director of Membership is responsible for growing the number of members in the 
chapter as well as increasing the engagement of those members.  As members are the 
lifeblood of the association, this role is important and works closely with most members of 
the Board. 

This role is elected. An outgoing personality and welcoming attitude are important for this 
position. This is the first person many of our members initially speak to and should be 
patience.  This role requires time and attention to make sure the association grows. 
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Director of Sponsorship
The Director of Sponsorship is responsible for securing sponsors, both annually and for 
individual events. This person works to bring funds that help us make the education 
programs and events as economic as possible in our very expensive city. The Director of 
Sponsorship helps to create and drive the strategy to raise funds for our Association. 

This role is elected. The person in this role should be strategic, open minded and be able 
to talk to anyone.  The role requires strong negotiation skills. You’ll hear “no” often so this 
person should not be someone that is easily disheartened. 
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Director of Education Programs
The Director of Education Programs is responsible for bringing timely, relevant, engaging 
content for the membership and the business travel community at large. They work closely 
with the Director of Venues to make sure that spaces fit the needs of the presenters and 
their content. 

This role is elected. The person in this role should be curious and aware of the industry as 
well as the community at large so that we create content that that the membership needs 
and wants.  This role requires organization and a lot of interactions with people from across 
the Board and Industry. 
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Director of Venues
The Director of Venues is responsible for finding spaces for all chapter events, including 
Education Sessions, Events, and Board Meetings. They are responsible for negotiating rates 
that are favorable for the Association and making sure that venue can meet the needs of the 
content presented.  

This role is elected. The person in this role should be a strong negotiator and able to work 
with venues across the city.  They should be aware of new opportunities in the area to 
ensure that we are making it as easy as possible for our membership to attend our sessions. 
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Director of Philanthropy
The Director of Philanthropy will work with the Board to identify charitable outreach 
programs within our community and industry.  They will be responsible for creating and 
executing a program in concert with the Director of Government Relations and Sustainability.  
This is a new role for this election. 

This is an elected position.  The person in this role should be knowledgeable of different 
charitable programs in and around New York City and our industry.   
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Director of Government Relations and 
Sustainability
This role has dual responsibilities, for both the Government Relations and Sustainability 
directives of the Association.  For Government Relations, this role will help forward the 
political goals of both the Chapter and the Global Business Travel Association.  This role is 
also responsible to ensuring that communication and initiatives are publicized to the 
membership. For the Sustainability aspect of this position, the Director will be charged with 
helping the organization to be more conscious in our usage of resources.  They will work 
closely with the Director of Venue to ensure this is completed.

This role is elected.  The person in this role should be knowledgeable of the political 
systems that GBTA is engaged with.  They should have a passion for the environment and 
creating the plan to keep the Association sustainable in our actions. 
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Technology and Social Media Chair
This role, reporting into the Director of Communications and PR, will be responsible for 
working in concert with the Director to ensure timely and relevant posting on the 
Association’s Social Media Channels.  

This position can be elected or appointed. This person should be social media savvy and 
detail oriented.  They should work to build a strategy and schedule to promote the goals of 
the organization, including expanding membership, increasing sponsorship, and making 
sure that meetings and events are promoted and well attended. 
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