Parliamentarian-Job Description-updated March 2011
Section I.  Meetings
1. Attend all Executive Board meetings if you are President, 1st Vice-President, 2nd Vice President. Social Treasurer, Welfare Treasurer, Secretary, or Parliamentarian.
2. Attend all Governing Board meetings.
3. Have a thorough knowledge of the Constitution and By-laws.

4. Be a non-voting member of the Governing Board and Gift Shop Board of Directors.

5. Attend all AOSC functions.

6. Report to President, if unable to attend for any reason.

Section II.  Records
1. Maintain a notebook containing current Constitution, By-laws, job description, AOSC property and monthly board reports.
2. Submit monthly board report by email to Secretary in accordance with Secretary’s deadline.

3. Include in Board reports a brief description of activities from previous month and upcoming activities for Board position.  Include the following line at the end of Board report:  I spent $____ for____; voucher turned into AOSC on ____; treasurer paid voucher on____ or treasurer has not paid voucher yet.
4. Send agenda/voting items to President no later than Sunday p.m. prior to Board meeting.
5. Review minutes prior to Board meeting.  Email any changes or corrections to the Secretary prior to Board meeting.
6. Print minutes and board reports/agenda prior to Board meeting-only need to print reports pertaining to Board position or for discussion purposes-Following Board positions should have all minutes and Board reports in their notebook: President, 1st Vice, 2nd Vice, Secretary, Parliamentarian
7. Sign Secretary’s master copy of Board reports at Board meeting.
8. Know budget amount and stay within budget.  Provide appropriate treasurer with completed vouchers and receipts at each Board meeting.
9. Write an After Action Report, due at the May Board meeting.  Email a copy to the Secretary, President and Parliamentarian and keep a copy in notebook. 
Section III.  Job Specific
1. Meet with the new President, Advisor, and Honorary President prior to the first board meeting to discuss policies and procedures for the new Year.

2. Complete an annual review of the Constitution and Bylaws in January and determine if any changes are needed.  If so, propose them for vote to the Board of Governors and then to the Membership; vote on them at the March Membership Meeting (10 days notice is required before a vote can be taken).  

3. Submit a PO (Private Organization) package within one (1) month after elections to the Services Squadron and Base Legal including:  List of Board of Governors (names, e-mail addresses, and phone numbers) and copies of the most current AOSC Constitution and Bylaws; minutes from the last General Membership Meeting (which should be the election meeting); current AOSC Insurance Policy; General, Welfare, and Gift Shop Treasuries YTD Financial Statements; Gift Shop Tax Exempt Status Paperwork; most recent Gift Shop Audit; current Gift Shop Insurance Policy; and CE Authorization to use Gift Shop Building.  

4. Remind the Secretary to forward to Services each month:  monthly Board of Governors minutes, General Treasurer’s Report, Welfare Treasurer’s Report, and Gift Shop Treasurer’s Report.

5. Be the custodian and official interpreter of the AOSC Constitution, Bylaws, and Operating Procedures, and ensure that revisions are made in accordance with these documents.

6. Be the AOSC liaison with the 36ABW Legal Office and the Services Squadron.

7. Take telephone or e-mail votes as needed and ensure that they are recorded in the minutes.

8. Take issues to the Membership as needed for voting purposes.  Ensure the results are tallied and recorded by the Secretary and annotated in the minutes.

9. Serve as Chairman of the Nominating Committee.  Ensure that AOSC members running for elected offices are Active Members.  Obtain the current membership forms from the Membership Chair to help in the nominating process.

10. Make any changes to Job Descriptions as relayed by Board Members.  Make these available to General Membership before nominations.  Accept nominations at the February Membership Meeting.

11. Prepare ballots, hold elections, and announce new Board at the April General Membership Meeting.

12. Remind the President to invite the old and new boards to the May board meeting.
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