Welcoming-Job Description-updated March 2008
Section I.  Meetings
1. Attend all Executive Board meetings if you are President, 1st Vice-President, 2nd Vice President. OSC Treasurer, OSCA Treasurer, Recording Secretary, Corresponding Secretary, Parliamentarian.
2. Attend all Governing Board meetings.
3. Have a thorough knowledge of the Constitution and By-laws.

4. Be a voting member of the Governing Board.

5. Attend all OSC 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, OSC property and monthly board reports.
2. Submit monthly board report by email to Recording 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 OSC 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 Recording 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, Recording Secretary, Parliamentarian
7. Sign Recording 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 Recording Secretary, President and Parliamentarian and keep a copy in notebook. 
Section III.  Job Specific
1. Report to 1st Vice President, when necessary.
2. Attend all OSC functions (luncheons and coffees) and be present at the welcoming table or section. 

3. Introduce the Honored Guests, Newcomers, New Arrivals and Farewells and present them each with an appropriate gift.

4. Ensure board-approved welcome and farewell gifts are available for presentation at all functions.

5. Relay all newcomer and farewell information to the Membership Chair.
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