POSITION DESCRIPTION:

PRESIDENT

1. The President will preside at all WSSDVS meetings of the general membership and of the Executive Committee.

2. The President will notify the Executive Committee of the meetings, will prepare meeting agendas and provide to members in advance of the meetings.

3. The President will notify the general membership of the annual meeting, and will prepare and provide meeting agendas in advance of the meeting.

4. The President will serve as the official representative and spokesperson for the Society.

5. The President along with the AHVRP Liaison (if position held) will serve as the official liaison with the Association for Healthcare Volunteer Resource Professionals. WSSDVS is a professionally affiliated group recognized by AHVRP and the President or a designated representative is responsible for all correspondence with AHVRP.

6. The President will send copies of pertinent correspondence from and to AHVRP and to the members of the Executive Committee.

7. The President may serve as an ex-officio member of all committees.

8. The President shall demonstrate an interest in all affairs of the Society and will keep the membership informed of timely and topical matters concerning volunteerism.

9. The term of office for the President is one year with the option to continue a second term, and shall be elected for no more than two successive terms in the same office.

10. The President is encouraged to participate in annual regional visitations.

11. The President will contribute articles and information for the WSSDVS newsletter.

12. The President will file the I990 with the IRS by May 15th of each year.

13. The President will file the annual State filing for incorporation by August 31st of each year.

POSITION DESCRIPTION:

PRESIDENT-ELECT
1. The President-Elect will attend all general meetings and Executive Committee meetings called by the President.

2. The President-Elect will preside at all general meetings and Executive Committee meetings in the absence of the President, and will assume full responsibility and authority therein.

3. The President-Elect will serve as Membership Chair and will be responsible for the membership directory.

4. The President-Elect will serve as the By-laws Chairperson.

5. The President-Elect will serve as a member of the Conference Planning Committee and will assist the Vice-President in planning and arranging one educational meeting otherwise known as the annual conference.

6. The President-Elect will serve on the budget committee.

7. The President-elect will make every effort to participate in the annual regional visitations throughout the year.

8. The term of office of the President-Elect is one year with the option to continue a second term, and shall be elected for no more than two successive terms in the same office.

9. The President-Elect will contribute articles and information for the WSSDVS newsletter.

POSITION DESCRIPTION:

VICE-PRESIDENT

1. The Vice-President will attend all general meetings and Executive Committee meetings called by the President.

2. The Vice-President will serve as Conference Committee Chair for the Society, and is responsible coordinating the annual conference and fair. The Committee will determine the budget, location and content of the conference. The Committee consists of the Vice-President (Chair), the Treasurer, the President-Elect, the Secretary, a Regional Representative, the host member from the nearest hospital to the conference location and the Gift Shop Representative.

3.
The Vice-President will serve on the Budget Committee.

4. The term of office for the Vice-President is one year with the option to continue a second term, and shall be elected for no more than two successive terms in the same office.

5. The Vice-President will contribute articles and information for the WSSDVS newsletter.

POSITION DESCRIPTION:

SECRETARY

1. The Secretary will attend all general meetings and Executive Committee meetings called by the President.

2. The Secretary will record, transcribe, and distribute minutes of all official meetings in a timely manner.

3. The Secretary will conduct Society correspondence as designated by the President, and will have custody of all official papers and records (previous minutes) of the Society during the term of office.  These documents will be passed on and reside with the current secretary.

4. The term of office of the Secretary is one year with the option to continue a second term, and shall be elected for no more than two successive terms in the same office.

5. The Secretary serves as the Nominations Chairperson and serves on the Conference Committee.

POSITION DESCRIPTION:

TREASURER

1. The Treasurer will attend all general meetings and Executive Committee meetings called by the President of the Society.

2. The Treasurer shall be responsible for receipt and expenditure of all funds of the Society, and shall keep books in accordance with sound accounting practices.

3. The Treasurer is responsible for all tax related filing preparation and audits

4. The Treasurer will document receipt for annual dues and will coordinate and verify membership with the President Elect. Any renewing member whose dues are not paid by the designated due date will be dropped from the membership list.

5. The Executive Committee must approve all non-budgeted expenditures.

6. The Treasures serves as the Budget Chairperson and serves on the conference committee. This committee will prepare a Society budget for approval by the membership for the following year.
7. The term of office for the Treasurer is one year with the option to continue a second term, and shall be elected for no more than two successive terms in the same office.

8. The Treasurer will contribute articles and information for the WSSDVS newsletter.
9. The Treasurer will send bank statements to Board members each month,

POSITION DESCRIPTION:

REGIONAL REPRESENTATIVE

1. A Representative is elected from the members within each region to represent that region as a member of the Executive Committee.  This position is for one year with the option to continue a second term, serving a maximum of two successive terms.

2. Regional Representatives will coordinate meetings within their region on a regular basis (preferably quarterly) date and location determined at the discretion of the regional members.

3. The Representative will take into consideration of needs of the members in planning the agenda for those meetings.

4. The Regional Representative will attend meetings of the Executive Committee.

5. The Regional Representative will maintain contact with all members in their region, as well as initiate contact with the new volunteer programs in their region to stimulate new membership.

6. The Regional Representative will inform the President-Elect (Membership Chairman) of any changes within their region.

7. The Regional Representative who resides within the region of the Treasurer will be added to the WSSDVS checking account to provide a second back up signature for emergencies.

8. The Regional Representatives will contribute articles and information for the WSSDVS newsletter.

9. One Regional Representative will serve on the Budget Committee, the Conference Committee and the Bylaws Committee.

10. All Regional Representatives serve on the Nominations Committee.

POSITION DESCRIPTION:

PAST PRESIDENT

1. The immediate past president is a member of the Executive Committee with voting rights and will attend all meetings as scheduled.

2. The past president will serve as a resource to the president or any other Executive Committee member as needed.

3. The Past President will chair the Award Committee.

4. The Past President will serve on the Bylaws Committee.

5. The past president will contribute appropriate articles and information to the WSSDVS newsletter.

POSITION DESCRIPTION:

WEBMASTER
1. The President may appoint a Webmaster who will be responsible for posting all updates to our website, www.wssdvs.org and maintaining the site for our membership.

2. The Webmaster is responsible for communicating with the Executive Board in regards to posting regular updates on regional and board meetings, annual conference information, membership rosters, quarterly newsletters and all other relevant communication to members.

3. The Webmaster is invited to participate as an ex-officio member at all Executive Board meetings.

POSITION DESCRIPTION:

NEWSLETTER CHAIRPERSON 

1. The Newsletter Chairperson is an ex-officio member of the executive board, however, does not possess voting rights. The Newsletter Chairperson is appointed by the president. The newsletter is to be published via the WSSDVS website once per quarter, utilizing submissions from the other executive board members and membership at large. 
POSITION DESCRIPTION:

AHVRP LIAISON

1. The AHVRP Liaison (if the position is held) is appointed by the President and will serve as the official liaison, along with the President, to the Association for Healthcare Volunteer Resource Professionals. WSSDVS is a professionally affiliated group recognized by AHVRP and the President or a designated representative is responsible for all correspondence with AHVRP.

2. The AHVRP Liaison is invited to participate as an ex-officio member at all Executive board meetings.

3. The AHVRP Liaison will report on any important AHVRP information and submit AHVRP-related articles to the newsletter.

