            Assistance League® of the Triangle Area

                                             POSITION DESCRIPTION

Title of Position:       Inventory Chair
Brief Statement of Chief Objective(s) of Position:

The Inventory Chair shall be responsible for keeping an inventory of property owned by the corporation, including program assets and Thrift Shop inventory

Identify Specific Tasks of this Position:

Maintain an inventory of all assets of the chapter

Update and maintain an inventory of property

Identify items that can become a part of the inventory and where items are housed

Assist as needed with Operation School Bell inventory at end of program cycle 
Assist as needed with WIN inventory

Assist as needed with Thrift Shop inventory

Maintain a copy of inventories of chapter, programs, and Thrift Shop
Submit an annual report of items in inventory to the President and Treasurer 

Establish and maintain a procedure book for Inventory

Submit articles to Monday Updates, newsletter and Community Link, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee chairs training

Attend Board Meetings


                       No


Present Monthly Reports at Board Meetings
           No 

Present Monthly Reports at Regular Meetings                 Yes-as needed

 
 

Completion of Annual Report
Yes    Submit to: Treasurer
                                                      and place one copy in the Inventory Procedure book     

Identify Position that Supervises/Directs this Position’s Activities:

 Treasurer

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

 Good organizational skills

   Basic computer skills 

Date of Completion 
1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

