Suggested Chapter Job Descriptions 

EGA Officer’s Notebook

Section X

President

1. Presides at all chapter and board meetings

2. Prepares an agenda for chapter and board meetings.

3. Calls meetings of the board.

4. Appoints all chairmen of standing committees and special committees with the approval of the board.

5. Serves as an ex-officio member of all committees except the nominating committee.

6. Delegates responsibilities to the elected officers and committee chairmen.

7. Stays current with national and region bylaws and is prepared to answer any questions regarding same.

8. Relays news to the editor of the newsletter prior to the deadline.

9. Reads and responds promptly to all correspondence from other chapter, the region, and national, and provides copies of information to the appropriate officers or committee chairmen.

10. Updates the Officers’ Notebook with current information from national and region.  Sends copies to appropriate officers and passes Notebook on to her successor.

11. Keeps current the chapter files in her possession.

12. Develops leadership within the chapter.

13. Makes sure committee chairmen complete their duties or suggests a replacement.

14. Maintains master calendar of all chapter and region events to prevent conflicts in the schedule.

15. Represents the chapter to the community.

16. Sends national and region reports on time – sees that other officers do the same.

17. Sign all contracts, especially those with financial obligations, as the legal representative of the chapter.

18. Attends and votes at National Annual Meeting or delegates an official representative.

19. Instructs successor and passes on all information pertaining to the office, along with Officers’ Notebook.

Vice President

1. In the absence of the president, the vice-president serves in his stead, to exercise and discharge such duties as may be required.

2. Serves on the executive board and is familiar with chapter bylaws, procedures and reporting forms.

3. Reads and responds promptly to correspondence from chapter officers, region officers or on national level.

4. Serves in any capacity as requested by the president.

5. Instructs successor and passes on all information pertaining to the office.

Secretary

1. Serves as a member of the board.

2. Records the minutes at all chapter and board meetings and promptly distributes copies of the minutes to the board and the region director.

3. Keeps record of all motions made including full names of those who made the motion and the result of the vote.

4. Opens all ballots and tabulates all votes (by ballot) and reports the results, then files for the record, keeping ballots.

5. Writes correspondence for the president, if requested.

6. Recognizes that minutes are the permanent, formal, official record of the chapter business; accuracy counts.

7. Maintains archival file of chapter minutes.

8. Instructs successor and passes on all information pertaining to the office.

Treasurer
1. Serves as a member of the board.

2. Serves as custodian of the general funds of the chapter.

3. Receives and disburses all chapter funds upon receipt of vouchers.

4. Submits written monthly reports to the board.

5. Serves as chairman of the budget committee.

6. Pas region and national dues following given timetables.

7. Submits annual financial report to EGA headquarters and region director by February 15.

8. Maintains spending within budget.

9. Keeps ledger in the form prescribed by national.

10. Cooperates in annual audit of treasury books.

11. Maintains that all funds go through chapter treasury.

12. Instructs successor and passes on all information pertaining to the office and transfers banking records to the new treasurer.
Membership

1. Serves as a member of the board.

2. Actively recruits new members for the chapter.

3. Attends all meetings, arriving in time to greet members and guests.

4. Gives a report of new membership and guests at regular meetings.

5. Keeps the master membership list updated and sends this information to EGA Headquarters.

6. Plans for the printing of the annual membership directory (if applicable).

7. Issues membership cards.

8. Contacts non-renewing members to encourage renewal.

9. Transfers money to chapter treasurer upon receipt of dues.

10. Instructs successor and passes on all information pertaining to the office.

Programs

1. Serves as member of the board.

2. Arranges a committee to assist in program planning.

3. Selects programs for the following year for the chapter with the help of the program committee, subject to the approval of the board.

4. Distributes an interest sheet to members of the chapter periodically to obtain information to be used in planning future programs.

5. Obtains instructors, makes contractual arrangements (which the president signs) and determines costs for monthly meetings of the chapter, subject to the approval of the board.

6. Sends written notice of the upcoming programs to the newsletter editor and publicity chairman.

7. Collects monies for programs and arranges payment to the instructor and any others involved.

8. Provides written report of future programs to the region newsletter editor.

9. Maintains program notebook for reference.

10. May act as a coordinator with other chapters.

11. Instructs successor and passes on all information pertaining to the office.

Education

1. Serves as a member of the board.

2. Receives education material from Region Education Coordinator and acts as chapter information source on educational programs.

3. Sees that copies of education material received from the Region Education coordinator and Headquarters are made available for all members of the chapter.

4. Informs chapter members, in meetings and newsletter, of all individual educational achievements.

5. Copes with the mechanics of group correspondence courses, including choice, sign-up, costs, place and time.

6. Conveys to Region Education Coordinator completion of group or individual correspondence courses within the chapter.

7. Contacts Region Education Coordinator to solve problems concerning national education programs and relays suggestions or comments regarding programs.
8. Monitors all national educational programs and services given in the chapter.

9. Maintains a file of material regarding region and national educational programs.

10. Instructs successor and passes on all information pertaining to the office.

Newsletter Editor
1. Serves as a member of the board.

2. May divide duties and arrange a committee.

3. Prepares copy, proofreads and reproduces newsletter.

4. Solicits ads and keeps current financial record, and prepares advertising copy.

5. Keeps current mailing list, addresses the newsletter, and prepares it for mailing.

6. Sends newsletters to Region Director, Assistant Region Director, region newsletter editor, other chapters in the region, National Newsletter Reviewer, and EGA Headquarters.

7. Is aware of possible copyright infringement.

8. Sets deadlines for information for the newsletter and adheres to schedule.

9. Instructs successor and passes on all information pertaining to the office.

Region Representative
1. Serves as member of the board.

2. Serves as chapter representative to region meetings and casts chapter’s vote and voices its opinion.  If unable to attend, sends an authorized substitute.

3. Reports on region meetings to chapter board and membership at meetings and through newsletter.

4. Is familiar with region and national rules and policies, and is aware of resources and sees that appropriate chapter officers have this information.

5. Reads and processes all region mailings promptly, filing originals, but giving copies to appropriate people.

6. Sends chapter information to region newsletter editor.

7. Informs region officers of name-address-telephone changes of pertinent chapter personnel.

8. Maintains the region notebook, keeping it updated, and passing it on to successor.

9. Instructs successor and passes on all information pertaining to the office.

