Assistance League® of the Triangle Area




          POSITION DESCRIPTION

Title of Position:        President-Elect
Brief Statement of Chief Objective(s) of Position:
To serve in a supportive role to the President

To preside at meetings of the Board or membership in the absence of the President

Identify Specific Tasks of this Position:

Serve as President the year following the term of office as President-Elect

Be authorized to sign checks with the President, Treasurer and Vice President

Membership

Begin formulating plans, goals and objectives for term as President

Serve as a member of the Bylaws and Strategic Planning Committees

Serve as Chairman of the Finance Committee

Serve as the alternate to annual and special meetings of National Assistance League in the absence of the delegate

Establish and maintain a procedure book for President-Elect

Serve as primary liaison to the Advisory Council

Organize the Advisory Council meetings two (2) per fiscal year

Maintain an updated list of Council members and a Council activities file
Receive Fraudulent Action Forms and discuss with President the complaint and determine course of action

Be responsible for purchasing an appreciation gift and presenting it to the President at the conclusion of her term during the Annual Luncheon Meeting in May

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

Provide incoming President-Elect with current procedure book prior to Board and Appointive Standing Committee Chairs Training

Attend Board Meetings




Yes

 


Present Monthly Reports at Board Meetings

Yes

  

Present Monthly Reports at Regular Meetings  
Yes

 
 

 Completion of Annual Report



Yes




         Submit to:     President and place a copy in the procedure book
Identify Position that Supervises/Directs this Position’s Activities:

President

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Good organizational skills  
Good communication skills

            Flexibility      


Ability to work well with others

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

