DRAFT


Los Alamos Mountaineers Board

Roles and Responsibilities

SECTION 1. ELECTED OFFICERS

President
The President shall be the chief executive officer of the Club and shall exercise the usual powers of such office.  The President shall see that a report of each meeting of the Board is made to the membership.  The President shall have responsibility for overseeing the use of any conservation fund maintained by the Club.  The President may appoint such committees the President sees fit.

· Sees that the resolutions passed by the Board are carried out.

· Leads/facilitates LAM Board meetings

· Leads/facilitates LAM monthly member meetings in coordination with the Program Chairman

· Initiates independent audit of the books on an annual basis.

· Delegates action items to Board members and assign members of special committees.  

· Initiates the nominating committee for the election of new Board members

· Represents and present ideas from the Club, or assign Club spokesperson

· Approves minutes for distribution

· Authorized to approve trips in lieu of the trip coordinator if appropriate

· Authorized to modify website access

· Authorized to access equipment cage and bank account

· Promotes the Club and opportunities for education, recognition of accomplishments.

· Interfaces with other organizations and entities until delegated to others.

· Resolves issues as appropriate – lead problem solving and communication as required

· Other duties specified throughout the Bylaws and Constitution

Vice President
The Vice-President shall preside in the absence of the President and shall succeed to the presidency upon the resignation or removal of the President.  Unless otherwise decided by the Board, the Vice-President shall be responsible for organizing and overseeing the annual climbing school. As Climbing School Director: Reference the Climbing School Director’s Handbook

Secretary
The Secretary is charged with the keeping of the Club documents and with the custody of the originals of the Club Constitution, By-Laws, and amendments thereto.  The Secretary shall 

· Record Minutes of LAMC Board Meetings
· Distribute draft minutes to the Board for correction and/or approval

· Post corrected Minutes on LAMC Web Site
· Maintain other Club documents as may be required

· Distribute information to Membership by Email as needed

· Receive and tally votes for elections of Club Officers

· Receive and tally votes for amendments to the Club Constitution and Bylaws

· Participate in Board sub-committees as needed

· Assist in special Board tasks as needed

· Serve as a voting member of the LAMC Board

Treasurer
Treasurer shall have custody of the moneys of the Club and shall keep an appropriate book of account.

· Check the LAM PO box

· Collect membership applications/renewals, deposit the checks, and inform the Membership Chair of the new members

· Collect climbing school and specialty course applications, deposit the checks, and fill in applicants' information into the Google groups document

· Forward the liability waivers to the Membership Chair

· Collect expense receipts from the membership (mostly Board members) and issue refunds

· Issue miscellaneous refunds to non-members (speakers, collaborators, ...)

· Pay various Club expenses, such as meeting rooms, server space, etc.

· Keep track of LAM income and expenses and ensure funds are available for Club activities

SECTION 2. APPOINTED OFFICERS

The elected officers shall appoint additional members to serve on the Board as needed.  Below is a list of the roles and responsibilities of those appointed positions.
· Program Chair
· Identify potential speakers for monthly meetings

· Submit potential speakers to full board for approval

· Upon receiving full board approval, identify

· Date for presentation

· Tentative title

· Brief description

· Email above details to public relations and cc:

· Website Administrator

· A/V Potentate

· Identify speaker’s preferred dinner site

· Set up reservation Monday before meeting for the date of the meeting at 6:00 PM

· Pay for speaker’s dinner

· Submit receipt for speaker’s dinner to treasurer.

· Introduce the speaker at the meeting.

· Trip Coordinator

· Track trip calendar, solicit new trips and leaders 
· Announce past and upcoming trips at each meeting 
· Organize and order trip leader awards 
· Track trip leader award points, hand out at meetings 
· Approve trips submitted to web site 
· Track outcomes of trips: # of participants, significant events 
· On occasion, develop trip leader training materials and courses 
· Keep record of all trips, track statistics (types, difficulty, etc.)
· Membership Chair 

· Maintain membership database

· Maintain LAM email list server subscriptions

· Keep waivers and verify for trip leaders

· Approve registered users of LAM website

· Generic point of contact for people interested in membership

· Schedule a membership drive type "trip" once or twice a year (like an info table at a postdoc picnic)

· Register climbing school students in coordination with Treasurer recording fee collection.
· Publicity Chair

· Post monthly program announcement to the LAMC website

· Submit monthly program announcment to LA Monitor Community Forum

· Update the Facebook page periodically with highlights from trip reports and photos

· Publicize special events and courses as needed

· Participate in Board sub-committees as needed

· Assist in special Board tasks as needed

· Serve as a voting member of the LAMC Board

· Website Administrator

· Establish and oversee the architecture of the Club website

· Maintain the functionality of the website
· Recommend rules for information management on the website and implement those rules as approved by the Board

· Post or instruct others on how to post or remove information from the website

· Serve as the technical expert and resource for the use of the website

· Ensure a back-up of the information on the website is maintained at an appropriate frequency

· Train an Alternate Website Administrator who could take over the duties in the absence of the Website Administrator.

· Equipment Manager

· Oversee the loan and return of Club equipment

· Maintain an inventory of Club equipment

· Make recommendations to the Board for the replacement or acquisition equipment

· Purchase equipment as needed and as approved by the Board

· A/V Potentate

· Obtain and set-up the equipment needed for meeting presentations

· Ensure equipment functions with the speaker's media

· Serve as the Club's technical expert for A/V equipment and recommend the best means of obtaining the needed equipment.

