	Position Description

	Position
	President
	Co-Chair Allowed
	No

	Term
	Elected 1 year
	Successor
	Vice President

	Oversight
	Honorary Advisor(s)
	Voting Rights
	General Board tiebreaker; General Membership full voting privileges

	Committees (C)=Chairperson
	Ex-Officio all (except Nominating Committee)

	Annual Budget Max
	$100.00 petty cash
	SSC Email
	

	Funding
	Check signer
	SSC Email Password
	

	Administrative Duties

	Continuity Binder:

	Must Include: Job Description; Procedures; Board Roster; Constitution; Bylaws; Calendar; Current and previous year monthly agendas, budgets, monthly/annual report(s), and minutes; Parliamentary Basics.
Submit to the Parliamentarian following the May GB Meeting or upon resignation/termination.

	Meetings:

	Monthly reports and requests for addition to the agenda must be submitted, in writing, to the Secretary, no less than 72 hours in advance of the GB monthly meeting
After Action/Term End Report and budgets are due to the President following the May GB meeting or upon resignation/termination
Attendance at GB monthly meeting is required; GM and Events strongly encouraged
Contact the President 24 hours in advance if unable to attend

	Protocol:

	GB Members are representatives of the SSC and are expected to conduct themselves in an orderly and respectful manner
Duties will be fulfilled in good faith, absent any malice and knowingly false information
GB Members will respect member privacy and will not perpetuate gossip and/or rumors
Subject matter and discussion at meetings declared ‘Executive Session’ by the President are confidential and not subject to public dissemination
Evidence of impropriety should immediately be reported to the President

	Governance:

	GB Members will maintain compliance with the SSC Constitution, Bylaws, Board Procedures, Job Descriptions, Shaw AFB, USAF, State and Federal regulations, to include: ADI34-223, Private Organization (PO) Program; Internal Revenue Service Tax Code as it applies to a 501(c)(3), Non-Profit Organization; Robert’s Rules of Order, revised, current addition.

	Additional Information:

	Want to send something to SSC members? Get the President’s okay FIRST!
Coordinate ALL outgoing SSC information through Public Relations Chair
Prior approval and receipts are required for non-budgeted reimbursement
GM Votes require a 7-day notice; see Parliamentarian
Consult the SSC Constitution and Bylaws
GB Members will perform other duties deemed necessary by the President
***Never state nor imply that the SSC is an official DoD, Air Force, or Army agency!***
DON’T use DoD logos; DON’T use uncompensated base stuff; DON’T obligate SSC past the current year
Robert’s Rules: Motion = Action ─ “I move to …” OR “So moved”
Can you do it? Please ask the Parliamentarian!








	President

	Regular Duties:

	General:
· Cultivates organizational vision, ensures executive function, and exemplifies the spirit of SSC social and philanthropic objectives
· Responsible for the enforcement of the Constitution and all other rules, regulations, and conventions of the SSC.
· Serves as SSC Representative to the base and local community
· Represents the SSC at all functions requiring an organizational representative, or appoints a fellow board chair to act in his/her absence
· Presides at all SSC General Membership meetings
· Approves correspondence prior to public dissemination
· May designate a General Membership meeting as Members Only
· May adjust General Membership monthly schedule as needed, including cancellation
· Retains full voting rights as a general member
· Access to $100.00 petty cash for emergency purposes
· Delegates and/or assumes all other duties deemed necessary

Governing Board:
· Chair of the Governing Board (GB), ensuring unbiased, ethical, and compliant business practice
· Provides direct oversight to “Operational” committees (Membership, Hospitality, Publicity, Socials, Ways & Means, and Special Activities)
· Non- voting GB member except as a tiebreaker
· Schedules, creates agenda, organizes GB monthly meetings (August through May)
· Appoints and terminates GB and special working committees as necessary
· Serves as Ex-Officio member on all committees except the Nominating Committee
· May declare an Executive Meeting Session
· Endorses approved GB minutes
· Establishes administrative policies and procedures prior to each GB year
· Makes interim appointments to fill elected offices that are vacated mid-term
· Authorized bank/check co-signer
· Acting Treasurer in his/her absence

Advisors:
· Consults Advisers regarding relevant activities, protocol, and other appropriate business
· Consults Parliamentarian and Honorary Advisers to remain in compliance with governance
· Welcomes and farewells Advisers
· Coordinates with Advisers to provide a GB appreciation event and/or gifts at term end

Governance: 
· Update documents as required and provide copies for the SSC President, SSC Parliamentarian binders
· Manages President Chair email and Google Drive 
· Ensure official communication, other than the SSC Committee/Board, is approved by the SSC President
· Ensure ALL printed material (documents & images) includes the ‘Non DOD’ state as stated in the SSC Bylaws



