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Roles and Description of Offices & Committees
Officers

President

The President serves as the chair of the Board. The President ensures that the Board fulfills its responsibilities for the governance of the Association. The President works in partnership with the Board to achieve the mission of the Association and to optimize the relationship between the Board and association members.

President-Elect

The President-Elect collaborates with the President to learn the role of the President, to become familiar with the programs of the Association and its governance, and to develop and facilitate officer transition. The President-Elect assists and supports the President as needed and plans for the Presidential year. The President-Elect shall automatically become President at the end of the term as President-Elect.

Vice President

The Vice President is the Team Leader for the Programs Committee, ensuring that programs and speakers for all regular and annual meetings are provided.  The Vice President presides over all meetings in the absence of the President and President-Elect.

Immediate Past President

The Immediate Past President provides advice and leadership to the Board regarding past practices and other matters to assist the Board in governing the Association. The Immediate Past President supports the President and the President-Elect on an as-needed basis. 

Treasurer

The duties of the treasurer are to collect and disburse funds as directed by the board or the officers. The Treasurer should create financial reports and make recommendations on the management of cash and reserves.  The Treasurer is also responsible for providing the Association with an annual Financial Statement which will serve as a snapshot of the financial condition of the association at the end of each Board term.
Secretary

The Secretary ensures that the business of the association is documented. The Secretary also ensures that official forms and correspondence are kept secure, that official documents are filed on time and that all other formal requirements are met.

Term

The term of each Board appointment is (1) year, commencing on the first (1st) day of January and expiring on the thirty-first (31st) day of December.

Officers and Committees Primary Responsibilities

President
1. Be the presiding Officer of the Board 

2. Preside over all regular, special, annual, and planning meetings.

3. Be the official spokesperson of the Association on all matters of public concern.
4. Appoint a three (3) member committee for Nominations
5. Serve as liaison between the standing teams.  

6. Appoint Ad Hoc Committees as determined by the Board.

7. Cosign all checks drawn on the treasury, except for his/her own expense reimbursements at which time the President-Elect shall cosign.

8. Perform such other duties incident to the office.

9. Serve as Immediate Past President upon completion of term.

President-Elect
1. Preside at all meetings and assume the duties of the President in the President’s absence.
2. Cosign checks drawn on the treasury only in the President’s absence or for reimbursements for the President.

3. Succeed automatically to the office of the President in December and for an unexpired term in the event of a vacancy.

4. Perform such other duties as may be requested by the President or incident to the office.

Vice President
1. Serve as Team Leader for the Programs Committee, ensuring that programs and speakers for all regular and annual meetings are provided.

2. Preside over all meetings in the absence of the President and President-Elect.

3. Assume the duties of the President and/or President-Elect in the event of vacancy.

4. Perform such other duties as may be requested by the President or incident to the office.

Immediate Past President
1. Act as consultant to the President.

2. Serve/Chair the Nominations Committee.

3. Assist in reviewing the bylaws and make any recommendations as needed on an annual basis.

4. Perform such other duties as may be requested by the President.

Treasurer

1. Be the custodian of the funds of the Organization and shall keep a complete and accurate accounting of all receipts and disbursements of Organization funds.  

2. Ensure that an independent audit of Organization funds is conducted annually and will have all necessary tax documents prepared as required by state and federal laws.  

3. Prepare an annual budget for the Organization which will be approved by the Board at the planning meeting and will prepare financial reports presented at Board meetings with copies available for members at regular meetings.  

4. Cosign on all checks drawn of the treasury for disbursement of funds.  

5. Perform such other duties as may be requested by the President or incident to the office.

Secretary

1. Be responsible for keeping and maintaining accurate records of all meetings by preparing minutes for each meeting.  

2. Be responsible for overseeing special meeting notices, ballots, and notices regarding changes to the Bylaws.
3. Maintain the official Bylaws of the Association including any alterations and amendments as voted on by the membership.  

4. Act as historian for the Association keeping copies of all publications and communications of the Association. 

Committees
Communications & Publicity
1. Advertise and promote the Association’s programs and activities via the Association’s Web Site, printed and oral communications.

2. Prepare press releases for different activities of the Association including events and programs being conducted under the direction of the various standing committees.

3. Prepare for each regular meeting the notice of the meeting.

4. Prepare annually with the Secretary and Nomination’s Committee oversight, ballots for annual election of Officers.

5. Schedule photography for the Association’s meetings and events.

6. Prepare quarterly newsletter for distribution to the general membership and other interested parties.

7. Prepare an annual communications budget to be discussed at the planning meeting.

8. Prepare and present a preliminary public relations plan for the current fiscal year, within sixty (60) days following installation.  This will be distributed to the general membership.

9. Have oversight on all communication pieces to ensure a consistent look and feel on all documents.

10. Create and ensure the Association’s website is updated with programs and activities.

11. Receive accurate meeting information from the Meeting & Programs Committees in a timely manner, especially for the recording of the meeting notice.

Community Service
1. Determine objectives for the coming year including charitable organizations and events which will receive focus from the Association.

2. Implement activities regarding community service projects including recruitment of participants and conducting special events as needed.

3. Prepare an annual budget to be discussed at the planning meeting and discuss objectives for the coming year.

4. Prepare and present a preliminary calendar of events for the current fiscal year, within sixty (60) days following installation.  This will be distributed to the general membership.

5. Provide accurate information to the Communications Committee in a timely manner.

Meeting

1. Secure venues for all meetings, handle menus, and any other physical needs required for the meeting.

2. Collect reservations for regular and annual meetings, prepare name badges, and collect moneys for the meetings.  All funds, monies, payments, etc. must be turned over to the Treasurer in a timely manner.

3. Provide accurate information to the Communications Committee in a timely manner, especially for the production of meeting notice flyers.

4. Obtain Meeting and Speaker information from the Program Committee and update the Association’s RSVP line with this information.

Membership

1. Maintain membership roles and records. 

2. Prepare a new roster and make available to the Board and general membership annually.

3. Create and implement events to enhance members’ camaraderie and encourage the retention of the existing membership.  These events may occur in conjunction with regular, annual, and special meetings or may be held separately.

4. Initiate active campaigns to enroll new members throughout each year.

5. Set annual membership goal.

6. Prepare an annual budget to be discussed at the planning meeting.

7. Prepare and present a preliminary calendar of events for the current fiscal year, within sixty (60) days following installation.  This will be distributed to the general membership.

8. Provide accurate information to the Communications Committee in a timely manner.

Programs

1. Plan and arrange the programs for each meeting, including but not limited to scheduling speakers, coaches, facilitators, etc.; as well as designing a program that meets the objectives of the Association.

2. Prepare and present a preliminary calendar of programs for the current fiscal year, within sixty (60) days of installation.  This will be distributed to the general membership.

Desired Personal and Professional Characteristics
· Ability to listen, analyze, think strategically and creatively, and work well with people individually and in a group 

· Ability to consider multiple viewpoints about controversial issues and to communicate AUP’s perspective effectively with members and stakeholders 

· Ability to prepare for, attend, and participate in board and committee meetings (including conference calls), ask questions, take responsibility, follow through on a given assignment, and evaluate oneself 

· Willingness to develop certain skills if one does not possess them, such as understanding financial statements and learning more about the substantive program areas of the Association 

· Honesty; sensitivity to and tolerance of differing views; a friendly, responsive, and patient approach; community-building skills; personal integrity; a developed sense of values; and concern for the Association's development 

· Experience in leadership 

· Team building skills

Time Commitment

Service to the Association of Utility Professionals in a leadership capacity is an honor, challenge and promise to our association.  It is demanding, yet fulfilling, it is time consuming, yet rewarding.  

The individual time commitment for each position is up to 2 hours a week.  I invite you to consider helping AUP accomplish its strategic goals and realize its potential by nominating yourself for one of the board positions for 2010.
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