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GIFT SHOP MANAGER
1. Have a working knowledge of the AOSC Constitution, Bylaws, Operating Procedures, and Job Description.
2. Assess Job Description; pass any concerns or changes on to the Parliamentarian.
3.  Maintain a notebook to include:
a.  AOSC Constitution, Bylaws, Operating Procedures, and Job Description
b. General and Welfare Budgets
c. Year-End Reports
d. Minutes from current and previous year
e. Monthly reports from committees, as received
f. Up-to-date list of Board of Governors
4. Encourage eligible spouses to become members of the AOSC.
5. Complete a Term-End Report in writing for new Manager.
6. Meet with successor as soon as possible to cover procedures and hand over notebook, when applicable.
7.  Be a voting member of the Board of Governors.
8.  Attend all Regular and Special AOSC Board of Governors meetings. In Gift Shop Mangers absence the Assistant Gift Shop Manger shall attend.
9. Prepare monthly board report that summarizes the activities of the Gift Shop.  Ensure it provides the monthly total number of Volunteer hours and the number of volunteers contributing their time.
10. Present checks to the General Treasurer and Welfare Treasurer at each monthly board meeting.

