League of Women Voters of Andover/North Andover
revised 1/6/2005
Job Descriptions for Board and Off-Board Positions

President

1. Administers, coordinates, initiates.

2. Oversees all League activities.

3. Proofreads bulletin, press releases, all League publications, and testimony.

4. Is official public spokesperson for the League.

5. Delegates duties, trains leadership, appoints budget chair, recommends by-laws committee, and others as needed.

6. Encourages Board and membership attendance at state meetings.

7. Prepares a written summary report for annual meeting.

8. Must be non-partisan.

Vice President –Program/Action (reports to President)

1. Oversees all local action and local response to state and national action.

2. Oversees all local studies and local response to state and national studies.

3. Coordinates state and national program planning.

4. Coordinates local program planning.

5. Oversees legislative action, voter service, observer corps, and warrant forum.

6. Oversees unit organization.

7. May become acting president according to by-laws.

Vice President – Administration (reports to President)

1. Oversees finance, membership, public relations, meetings and special events, budget, Bulletin.

2. Coordinates calendar planning.

3. May become acting president according to by-laws.

Treasurer (reports to President)

1. Responsible for all money and accounts; pays bills.

2. Administers budget; is an ex officio member of budget committee.

3. Prepares monthly financial reports for Board.

4. Prepares annual financial report for the state and national LWV.

5. Prepares books for audit after end of fiscal year.

6. Ensures that reports and fees are prepared and filed in conformance with local, state, and federal requirements.

7. Prepares and files paperwork to deposit or withdraw money from our account in the LWVUS Education Fund.

8. Provides reimbursement and financial report forms.

9. Performs all duties as stated in by-laws, Article V, Section 5.

Secretary (reports to President)

1. Records and distributes all Board meeting minutes to local board, LWVMA and LWVUS.

2. Records annual meeting minutes, distributes them to a reading committee for review and approval, mails approved minutes to LWVMA and to Board of Directors by September meeting.

3. Archives all minutes, Bulletins, Handbook, and new studies in the LWV ANA files at the Andover Historical Society.

4. Maintains stationery supplies.

5. Oversees revision, publication and distribution of annual membership handbook.

General Board positions (in alphabetical order):

Bulletin (reports to VP-Administration)

1. Collects and edits materials for Bulletin.

2. Responsible for publication and mailing of Bulletin.

3. Keeps Bulletin archives.

4. Maintains any supplies necessary for producing Bulletin.

5. Sends copies to LWVMA (2), to field service representative (1), to LWVUS (1), to LWVUS Board Reader (1), and to other local League bulletin editors on a rotating basis as established by LWVMA.

Finance (reports to VP-Administration)
1. Chairs Finance Committee.

2. Sets financial goals in consultation with board; oversees plan for achieving the goals.

3. Solicits financial support from community through Bulletin ads and other fund-raising projects.

4. Coordinates phonathon.

5. Serves on budget committee.

Legislative Action (reports to VP-Program/Action) 
1. Receives information on status of bills in state legislature and Congress; keeps Board and members informed.

2. Contacts legislators in response to state and national Calls for Action and organizes local response.

3. Organizes meetings with members of legislature as needed.

4. Receives information for petition drives and referenda campaigns and keeps Board informed.

Meetings Coordinator (reports to VP-Administration) 

1. Makes facility, refreshment, speaker, or other arrangements for general membership or special meetings, after consultation with Board.

2. Purchases supplies and provides itemized voucher to Treasurer.

3. Ensures that members and guests are greeted and provided with name tags.

4. Consults with Units Chair before approaching an individual member to request using her/his house for a meeting.

Membership (reports to VP-Administration)

1. Responsible for recruitment and retention of members by such methods as personal contact, referral from League members, going to other community groups, involving new members in League activity, providing membership transfer information to League members moving to or from other communities.

2. With Treasurer, keeps local membership lists current and provides monthly report to Board of membership count and changes and deletions.

3. Complies with membership reporting requirements to state and national League.

4. Works with Bulletin editor in keeping mailing lists current.

Nominating Chair (off-board position, reports to President)

1. With committee, identifies and recruits candidates for all local league positions.

2. Outlines job responsibilities to the candidate prior to her/his accepting the job.

3. Presents slate of candidates to Board prior to Annual Meeting.

4. Presents slate of candidates for approval of the membership at Annual Meeting.

Observer Corps (reports to VP-Program/Action)

1. Maintains current list of local governmental bodies and their members.

2. Recruits and trains observers; provides observers with copies of Observer Report Form and Guide to Open Meetings.

3. Responsible for organization and presentation of warrant forum for the public and warrant unit for members prior to Town Meeting.

Public Relations (reports to VP-Administration)

1. Establishes relationship with local media including newspapers and cable stations (website), determines best means of communication.

2. Writes and submits press releases to media after reviewing with President.

3. Works with Board members to identify events and activities for media to cover.

4. Reviews, with the President, material written by members prior to release.

Study and/or Action Chair (reports to VP-Program/Action)

1. Establishes committee.

2. Makes calendar of work, subdivides committee duties, and draws up budget.

3. Plans and directs necessary research or action.

4. Reports to Board on regular basis.

5. Confers with other local Leagues and state committees for advice and direction as needed.

6. Prepares Bulletin information; encourages members to come prepared to units.

7. After units, summarizes consensus and presents position statement to Board for approval, writes final report; organizes committee’s files for archives.

Unit Organization (reports to VP-Program/Action)

1. Arranges for locations of informational and consensus/concurrence meetings related to local studies.

2. Obtains and trains discussion leaders and recorders for consensus/concurrence meetings.

3. Ensures that members and guests are greeted and provided with name tags.

Voter Service (reports to VP-Program/Action)

1. Educates and informs members and public about governmental issues.

2. Encourages citizen participation; plans running-for-office workshops; promotes registration drives; organizes candidates' nights; plans election day services.

3. With help of public relations chair, produces voter service publications (such as voters' guide) and disseminates same through schools, libraries, groups and individuals.

4. Responsible for League banner.

5. Must be non-partisan.

