            Assistance League® of the Triangle Area

                                             POSITION DESCRIPTION

Title of Position:        President
Brief Statement of Chief Objective(s) of Position:

To serve as chief officer of the corporation

To serve as delegate to the annual meeting and special meetings of National Assistance League®
To serve as ex officio member of all committees except Nominating Committee

Identify Specific Tasks of this Position:
Preside at meetings of the Board, membership, and Advisory Council
Plan and organize chapter’s goals with Board’s input, develop timeline for the year

Check mail two-three times a week and disperse as necessary. Two people shall be present to open the mail. 

Appoint Chairmen of Appointive Standing Committees in consultation with the appropriate Board members and with Board advice and approval 
Appoint special committees by direction of Board and membership

Appoint a Parliamentarian  
Sign legal documents with the Secretary

Be authorized to sign checks with Treasurer, President-Elect and V. P. Membership

Compile annual report of corporate activities and submit to the National Office within thirty (30) days following annual meeting

Present brief annual report to membership
Establish and maintain a procedure book for President

Provide Board and Appointive Standing Committee Chairs training with Education Chairman

Submit annual budget projections to the Finance Committee

Submit articles to Monday Updates, newsletter and Community Link as needed
Receive Fraudulent Action Forms and discuss with President-Elect the complaint and determine course of action

Meet with the President Emeritus Group once a year or whenever meetings are called
Provide President-Elect with the current procedure book prior to Board and Appointed 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: National Assistance League 

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

 Board and National Assistance League
List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Well organized


     Leadership skills

Communication and listening skills     Computer skills/E-mail usage

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

