AEDS EXECUTIVE COMMITTEE AND BOARD OF DIRECTORS

POSITION DESCRIPTIONS

EXECUTIVE COMMITTEE

The following descriptions represent current duties required as our organization is being developed.  With the growth of our group, it is expected that these descriptions will be expanded and amended to accurately represent the responsibilities of each position.  All positions are nominated and elected by a majority vote of the membership.  

PRESIDENT

The President holds the office for two years after serving on the Board in any capacity.

Responsibilities include:

· Direct and preside over all meetings

· Set agendas & plan future meetings

· Oversee all committees 

VICE PRESIDENT

The Vice President holds the office for two years.

Responsibilities include:

· Act as an aide to the President and, in the event of absence or in ability of the President to act in his/her capacity, perform the duties of President.

· Organize speakers for presentations and case conferences

SECRETARY

The Secretary holds the office for two years.

Responsibilities include:

· Keep a written record of the proceedings of all meetings and forward them to the Webmaster for distribution to the members online.

· Issue notices of meetings and agendas as directed by the President and the Board of Directors (at 2 weeks and 4 days prior to meetings)
· Ensure attendance is taken at all meetings and inform membership committee when attendance does not meet criteria 
TREASURER

The Treasurer holds the office for two years (or more).

Responsibilities include:

· Maintain the AEDS account

· Maintain the AEDS budget and prepare financial statements for AEDS as requested by the Executive Committee and/or Board of Directors

· Coordinate with the Membership Chairperson regarding dues compliance

PAST PRESIDENT

The Past President holds the office for one year.

Responsibilities include:

· Assist transition for current President

AEDS COMMITTEES

The chairperson(s) of each of the following committees will make-up the AEDS Board of Directors.

MEMBERSHIP COMMITTEE

 

Chairperson(s) responsibilities include:

· Receives and distributes applications for membership to other membership committee members. 

· Contacts committee members and arranges meetings when necessary for discussion of applicants. 

· Coordinates with treasurer concerning dues compliance.

· Informs Executive Committee and Board of Directors of committee decisions. 

OUTREACH COMMITTEE

Chairperson(s) responsibilities include:

· Oversees outreach to the community about AEDS. 

· Markets & distributes information about AEDS to the community.

· Works with Event Committee on organizing upcoming events.

· Informs Executive Committee and Board of Directors of committee decisions. 

EVENT COMMITTEE
Chairperson(s) responsibilities include:

· Plans AEDS & community events.

· Works with Outreach Committee on marketing upcoming events.

· Informs Executive Committee and Board of Directors of committee decisions. 

