
Officer Job Descriptions
A. The President shall:

a. Preside at all meetings of the Chapter and Board of Directors.

b. Perform the duties prescribed by these Bylaws and by the Parliamentary Authority adopted by IAAP.

c. Subject to the approval of the Board of Directors, appoint all Standing and Special committees, unless otherwise specified.

d. Be a member ex-officio of all committees except the Nominations Committee.

e. Call meetings of the Board of Directors whenever such meetings are necessary.

f. Keep the Division President fully informed on all matters concerning the Chapter.

g. Keep the membership informed as to IAAP official communications.

B. The Vice President shall:

a. In the absence of the President, serve as presiding officer at Chapter meetings or meetings of the Board of Directors.

b. In the event of a vacancy in the office of President, succeed to the office for the unexpired term.

c. In the absence of the Treasurer, sign checks drawn on Chapter funds.

d. Perform such other duties as may be assigned by the Board of Directors.

C. The Secretary shall:

a. Be responsible for the minutes of all Chapter and Board of Directors' meetings and furnish such minutes to all Chapter members.

b. Conduct the correspondence of the Chapter in accordance with the direction of the President, and/or Board of Directors.

c. Give written notice of the Annual and Special Meetings as required in Article VI.

d. Have custody of the Chapter Charter and other official documents.

e. Have available at all meetings up-to-date copies of the International, Division, and Chapter Bylaws and Standing Rules.

f. Working with the Membership Chair. 

· Maintain a Chapter Roster

· Distribute a Chapter Roster at least annually.
g. Perform such other duties as may be assigned by the Board of Directors.

D. The Treasurer shall:
a. Be responsible for all funds of the Chapter and for the records of its financial affairs.
b. Keep books on current basis and make a monthly report to the membership.
c. Prepare quarterly variance reports and present to the Board of Directors.

d. Prepare detailed financial report for presentation at the Chapter Annual Meeting.

e. Prepare annual budget and present to the Board of Directors and at the Chapter Annual Meeting.

f. Work together with secretary and membership chair to keep a complete and accurate record of Chapter membership.

g. Be a member of the Fundraising/Ways and Means Committee.
h. Perform such other duties as may be assigned by the Board of Directors.
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