Officer Job Descriptions 
President:
Bylaws Article:
5.2 The President shall preside at all meetings of the organization and shall have the authority to call meetings of the Board of Directors at a time and date convenient to the majority of the Board members. The President shall appoint the Standing Committee Chairs with the approval of the Board of Directors. The President shall have the authority to call for a vote of the General Membership in writing or through email, if approved by the Board of Directors.
Purpose:
The President shall be the principal officer of the Society as defined in article 5.2 above. President will lead meetings, collaborate with other officers, and make sure committees and members appointed to special tasks are accomplishing their work effectively, function as group spokesperson and official representative, as well as working behind the scenes.
Term of Office:
· a two-year position, only serve two consecutive terms, a voting position.
Election/Appointment Mechanism:
· This is an elected position.
Responsibilities:
· Assist the Treasurer in preparing the annual budget.
· Call and preside over all general and board meetings of the Society following parliamentarian procedure (bylaws and/or Robert's Rules). 
· Prior to each meeting, prepare an agenda of business to be brought up at the meeting.
· Appoint standing committee chairs with the assistance and approval of the officers and when necessary, appoint a chairperson for any special temporary ad hoc committee.
· Oversee the functions of the officers of the Board and that all reports are punctual.
· Keep accurate records (Book of Business)
· Send all information to webmaster and communication chair for publication.
· Serve as ex officio member of all committees except the Nominating Committee
· Sign all contracts as the SABS representative.
· Ensure compliance with regulatory authorities (Treasurer is responsible for filing Franchise Tax forms).
· Represent SABS at extra-Bead Society events, to the community at large.
· President shall serve as past president for two years following end of term.
· [image: ]Prepare next term's president for duties and ensure transition to new board is successful.

Qualifications:
· Must be a member of SABS.
· Must have good health plus high levels of enthusiasm and energy. 
· Must be able to assist Treasurer with setting budget and staying within budget throughout the year.
· Must have great leadership and goal setting skills.
· Must have good delegation skills.
· Must always have professional demeanor.
· Must have great speaking and presentation skills. 
· Must have polished public relation skills.
· Must have good organizational skills.
· Must have good listening skills.
· Great team building skills are a plus.
· Attend 7 out of 9 board meetings. 
· Must be able to commit the time and resources necessary to fulfill responsibilities.

Resources/Tools Available
· Job description 
· Bylaws
· Past president
· Meeting gavel
· Robert's Book of Rules

Timeline:
1. January
0. At the beginning of their term, appoint all standing committee chairs and set goals in accordance with job description.
0. Set goals for each officer/chair/function.
0. Assist Program Chair with annual plan for mini-teach and presentation programs.
1. February 
1. Assist website administrator to ensure website is up to date with all information.
1. Work with the Membership Chair to ensure membership renewals and new recruitment is the goal.
1. Review Year End financial report.
1. March 
2. Conduct audit for the previous year’s finances (VP is Audit Chair)
1. April
3. Collaborate with the Treasurer to ensure all regulatory requirements and forms are in place.
3. Budget
3. Work with the Bazaar chair to ensure Bazaar goals are in place.
1. May
4. Research the President Challenge bead/kit.
4. Review Bylaws in even years.
1. June
5. Purchase President Challenge kit.
1. July 
6. Prepare President’s Challenge kit.
6. Decide if there will be a meeting or party in December.
1. August
7. Assist Bazaar Chair with Bazaar functions to ensure success.
7. President’s Challenge kick-off 
1. Distribution of the kit
1. Announce rules.
7. Solicit new Board members. (Past President is Nomination Committee Chair)
7. Announce nominees for the next Board in election/even years. 
7. 
1. September
8. Hold Bazaar.
8. Present Bylaws to membership every other year or as needed. 
8. Hold elections if election/even year.
1. October
1. November
10. Hold Annual Year end general meeting for members.
10. Installation of new officers.
10. President Challenge Voting/Awards.
1. December
11. No meeting unless decided otherwise.
11. Hold "transition" meeting of old & new board.
Measures of Success:
· Met all set goals for the two-year term.
· Functioning board.
· Board members achieved their set goals and followed job descriptions. 
· Budget compliance.
· Bylaws compliance.
· Tasks executed in a timely manner.
· Quality of deliverables.
· Positive feedback from members and peers. 
· Personal feeling of accomplishment.
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