PRESIDENT

Role:  Provides leadership for the League and serves as spokesperson to the community.

General Job Description

· plans, promotes and presides

· supports all League activities

· encourages and supports all board members

· serves as liaison with LWVIL, LWVUS, ILO and other Leagues

· delegates responsibility, follows up

· does not do everything alone!

Specific Job Description

· presides at board meetings and general meetings

· represents the local League at conventions and coalitions

· signs all official letters

· presents League statements to governmental boards and commissions

· reviews final copy for the bulletin

· writes a column for the bulletin
Techniques

· open the mail immediately

· plan ahead, anticipate the workload and time commitments

· set agenda for board meetings and distribute them

· contact liaison leaders, state board members and specialists for advice, assistance or suggestions

· delegate work to vice-presidents, board members and committees; stay in contact

· set up filing system and paper distribution system; use email when possible

· answer letters and return forms promptly

· make lists and phone calls

· coordinate and collaborate with neighboring Leagues or other organizations with similar goals

· maintain a sense of humor; be positive and enthusiastic

VICE-PRESIDENT

Role:  Assists and advises the president.

General

· assists the president as determined by the president and board; may also hold a specific portfolio.

Specific

· attends meetings committees under her/his supervision;

· assists committee chairs with planning and action;

· helps board plan meeting agenda;

· undertakes special projects as directed by the president and board;

· may receive State Board Report from LWVIL and/or LWVUS and distributes it to the appropriate people;

· serves as a sounding board and advisor to the president.

Techniques

· communicates with president and other vice-presidents between board meetings;

· establishes a good working relationship and communication with committee chairs;

· plans ahead for deadlines: schedule reports to LWVIL and LWVUS, bulletin, publicity.

SECRETARY

Role:  Serves as the official recorder of League business.

General

· documents League decisions;

· provides a record of League deliberations and action for present and future reference;

· takes minutes of board meetings, annual meetings and other decision-making meetings.

Specific

· sends minutes, agenda and treasurer’s report to board members before meetings; (in some Leagues, the president may be sending materials)

· sends minutes to LWVIL liaison;

· sends board changes to liaison and LWVIL office;

· sends annual meeting minutes to LWVIL office;

· arrives at board meetings on time; notifies president in advance of absence; sits near president at meetings;

· verifies if quorum is present;

· attaches consensus reports to minutes;

· records motions word for word and the official vote;

· participates in board discussion and votes on motions;

· submits highlights of board meetings to bulletin editor;

· keep records for archives.

Techniques

· be accurate

· write up minutes soon after the meeting.

· have president check minutes before they are sent out.

· have written reports from board members for inclusion in minutes.

TREASURER

Role:  Serves as the chief financial officer of the League.

General

· receives and disburses League funds;

· records transactions in the League ledger;

· keeps the board and president informed of income and expenses relative to the budget;

· understands the League budget and bookkeeping system.

Specific

· prepares monthly treasurer’s reports for board;

· deposits checks and pays bills;

· serves as ex-officio member of the budget committee;

· serves as a member of the finance committee;

· may be responsible for PMP forms (payment per member);

· reports sales tax and IRS forms if applicable;

· anticipates expenses to avoid cash flow problems;

· closes the books at end of fiscal year and cooperates with audit.

· deposits tax deductible funds with LWVIL Education Fund;

· advises board on appropriate uses of tax-deductible funds;

· may be in charge of collecting money at League events.

Techniques

· refer to Ledger de Main for Local League Treasurers (out of print but in many local League files;

· take care of all business promptly;

· ask for help if you have a problem or don’t understand.  Sources could be your president, past treasurer, your cluster coordinator or the LWVIL business manager.

Resources:

· Ledger de Main for Local League Treasurers
· Education Fund Guidelines (LWVIL)

