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PRESIDENT
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. Purchase supplies as needed; remember to stay within your budget.  If more is needed speak with the General Treasurer and/or the Board.  Keep receipts and submit them along with a reimbursement form to the General Treasurer.   (The reimbursement form must be obtained from the General Treasurer and be approved by the Honorary President or Advisor before the reimbursement check can be written.)
6. Prepare and provide input into the Annual Administrative Budget.
7. Complete a Year-End Report in writing for incumbent with Budget recommendations.
8. Assist the Parliamentarian to find a successor for the next year’s board for your position.
9. Meet with successor as soon as possible to cover procedures and hand over notebook.
10.  Be a non-voting member of the Board of Governors.  Be a voting member of the General Membership.
11.  Hold all Regular and Special AOSC Board meetings.
12. Meet with the Honorary President and the AOSC Advisor as soon as possible to discuss procedures, etc.  Also, meet with the proposed Parliamentarian to discuss conduct of Board meetings, rules on motions, review of AOSC Constitution and By-laws, etc. for a report to be given by the Parliamentarian at the first Board meeting.
13. Appoint a Parliamentarian and Chairmen of all standing or special committees and any vacancies that occur during the term of office with the approval of the Executive Board.
14. Refer all legal questions to the Parliamentarian as the legal liaison for the AOSC.
15. Compile, update, and submit a listing of the Board of Governors to the Spindrift, and Webmast all Board members, and the Parliamentarian for the Services Squadron Private Organizations file.
16. Preside at all regular and special meetings of the AOSC, the Executive Board, and the Board of Governors, prepare an agenda, and sign minutes of all meetings.
17. Serve ex officio as a voting member of all committees except for the Nominating Committee.  Also serve as a consultant to the Scholarship Committee.
18. Select and purchase gifts for Board members in accordance with the AOSC Bylaws.
19. Request, with the approval of the Honorary President, the Advisor, and the Executive Board, the resignation of any elected or appointed Board member who consistently fails to perform the duties of his/her office, or who cannot work with other board members.
20. Attend all functions of the AOSC and serve as official hostess to any guest specifically invited by the AOSC.
21. Invite honorary members to become members for one year with the approval of the Honorary President.
22. Serve ex officio on the Gift Shop Board of Directors as a voting member and attend all Gift Shop Board of Directors meetings.
23. Attend, if possible, Quarterly Award Luncheons, Guam Women’s Club, and Guam Council of Women’s Clubs President’s meetings.
24. Write a welcome letter for the Newcomer’s packet.
25. Write a monthly article for the Spindrift/Website.
26. Review each edition of the Spindrift/Website prior to its publication.
27. Review any publication, letter, or request to be sent out from the AOSC prior to its release.
28. Inform the Honorary President and Advisor each month of any Distinguished Visitors attending the monthly function.
29. Invite the newly elected Board to the May Board of Governors meeting.

