DUTIES AND RESPONSIBILITIES OF

BOARD OF DIRECTORS, AREA COORDINATORS,
AND EXECUTIVE DIRECTOR
PRESIDENT
A.
TERM OF OFFICE
1. The President shall serve a two-year term and shall not be eligible for immediate reelection.
2. The President shall be installed at the Annual Meeting with his/her term of office beginning the first day of the month immediately following the Annual Meeting.
B.
DUTIES
1. Presides at all meetings and directs the activities of the Association.
2. Appoints all standing committees naming the chair, vice-chair, and secretary on those committees and fills any vacancies that occur in each standing committee.
3. Appoints any special or ad hoc committees as needed.
4. Prepares agendas for all meetings with the assistance of the Executive Director and the Board of Directors.
5. Serves as Chairman and Agent of the Board of Directors.
6. Provides leadership to safeguard the monies and properties of the Association.
7.
Serves as liaison officer with the Alabama Education Association (AEA).  This responsibility also requires the president to serve as a delegate to the AEA Delegate Assembly.
VICE PRESIDENT

A.
TERM OF OFFICE
1. The Vice President shall serve a two-year term and shall be eligible to serve a second term.
2. The Vice President shall be installed at the Annual Meeting with his/her term of office beginning the first day of the month immediately following the Annual Meeting.
3. Succeeds to the office of President should that become necessary.
4. A temporary succession of six months or less shall not affect the Vice President’s election to a second term as Vice President.
B.
DUTIES
1. Responsible for assisting and developing district programs and services, working with the District Directors in the performance of their duties.

2. Assumes all responsibilities of the President should he/she become ill, resign or decease.  In this event, he/she shall serve the remainder of that term.
SECRETARY

A.
TERM OF OFFICE
1. The Secretary shall be elected for a two-year term and be eligible for reelection to a second term.
2. The Secretary shall be installed at the Annual Meeting with his/her term of office beginning the first day of the month immediately following the Annual Meeting.
B.
DUTIES
1. Attends all meetings of the Board of Directors, the Executive Committee and the Association and is responsible for preparing minutes for each.
TREASURER
A.
TERM OF OFFICE
1. The Treasurer shall be elected for a two-year term and be eligible for reelection to a second term.
2. The Treasurer shall be installed at the Annual Meeting with his/her term of office beginning the first day of the month immediately following the Annual Meeting.
B.
DUTIES
1. Presents the annual budget, monthly financial reports, the annual audit of financial transactions, and special reports to the Board of Directors indicating the assets and liabilities of the Association.
IMMEDIATE PAST PRESIDENT

A.
TERM OF OFFICE
1. The Immediate Past President shall serve a two-year term following the term of service as President.
B.
DUTIES
1.
Serves as a consultant in the preparation and execution of the programs of the Association.
2.
Shares experiences with the Board of Directors as it considers programs for the Association.
3.
Advises the Board on questions regarding current and future programs under consideration.
PARLIAMENTARIAN
A.
TERM OF OFFICE
1. The AERA President shall appoint a member in good standing to serve as the Parliamentarian for a two-year term of office.
B.
DUTIES
1. Attends all Executive Committee, Board of Directors and Assembly of Delegate meetings to advise on parliamentary procedures and constitutional questions.  Does not vote on actions of Executive Committee or Board of Directors.  The Parliamentarian is eligible to vote on Assembly of Delegate business if serving as a delegate.
2. Serves as advisor to Constitution and By-Laws Committee.
MEMBER AT LARGE LEGISLATIVE
A.
TERM OF OFFICE
1. The Member At Large Legislative shall be elected for a two-year term and be eligible for reelection to a second term.
2. The Member At Large Legislative shall be installed at the Annual Meeting with his/her term of office beginning the first day of the month immediately following the Annual Meeting.
B.
DUTIES
1. This officer will serve as ex-officio member on the Legislative Committee of the Association.  He/She will be involved in legislative committee work including the Rapid Response Team and other related responsibilities.  This officer will serve as liaison to the AERA staff relating to legislative issues and other related responsibilities.
MEMBER AT LARGE MEMBERSHIP
A.
TERM OF OFFICE
1. The Member At Large Membership shall be elected for a two-year term and be eligible for reelection to a second term.
2. The Member At Large Membership shall be installed at the Annual Meeting with his/her term of office beginning the first day of the month immediately following the Annual Meeting.  

B.
DUTIES

1. This officer will serve as ex-officio member on the Membership Committee of the Association.  He/She will be involved in membership committee work including Membership Workshops/Trainings and other related responsibilities.  This officer will serve as liaison to the AERA staff on issues relating to membership including recruitment, retention, and other related responsibilities. 
DISTRICT DIRECTORS

1.
Coordinate and encourage the work of local units involving membership promotion and participation in state services.

a.
Visit each local unit to determine any assistance needed to effectively participate in state programs.
b.
Remind local units of the annual free local membership letter prepared and mailed by the state office.

c.
Encourage the sale of membership pins to support the scholarship fund.
d.
Encourage the organization to conduct an intensive membership effort and an effective follow through plan.

e.
Encourage local units to emphasize the importance of state membership.

f.
Review state programs and services and encourage local unit participation.
2.
Encourage the growth of local units.
a.
Discuss the importance of conducting interesting programs as an effective means of membership attendance and retention.

b.
Encourage interesting and well-organized meetings.

c.
Encourage effective use of local committees to meaningfully implement state programs and provide member involvement.

d.
Encourage all local units to conduct the election of local officers so they will effectively take office in the Spring after the Annual Meeting and before the Leadership Workshop.

3.
Visit local unit meetings as often as possible.
a.
District Directors maintain a listing of meeting dates of each local unit in the district.

b.
District Directors will visit each local unit at least once a year.

4.
Assist in the installation of unit officers when requested.

5.
Attend Annual Meeting of the Alabama Education Retirees Association, Inc. and assist with registration of delegates. 
6.
Keep the AERA President and state office informed of local unit programs or activities which are noteworthy for special recognition and/or inclusion in The AERA Voice!
7.
Attend workshops to become better informed about the benefits available to education retirees.
8.
Lead in encouraging local units to solicit new members for the local unit and state association.
a.
Encourage local units to identify education employees preparing to retire in the district’s school systems.

b.
Encourage local units to communicate with local school officials to conduct a tea or reception for retiring education employees and involve local unit representatives.

c.
Encourage local unit communication with local school officials regarding the appearance of representatives at the opening Institute or at individual faculty meetings.

d.
Encourage local units to effectively utilize computer printouts of new retirees to immediately contact them upon retirement.

e.
Encourage local units to effectively utilize the membership recruitment program provided at the Leadership Workshops.

f.
Encourage local units to identify local members’ state membership status and encourage all to join the state.

9.
Be prepared to answer questions regarding retirement benefits, legislative programs, insurance coverage and all other matters pertinent to the work of the Association.


Become informed on matters of interest to local members.

10.
Assist in organizing and conducting at least one district meeting each year.
a.
In cooperation with the state office staff, determine the location of the district meeting.

b.
In cooperation with the state office and AERA President, develop the program for the district meeting.

c.
Personally conduct the district meeting and make appropriate comments.

11.
Participate in the Legislative Advocacy Network.

AREA COORDINATORS
Overview:

During the 1987-88 year, the ARTA Board initiated plans to employ part-time staff to more effectively implement the Association’s program.  One of the primary purposes was to provide a more direct link between the state office and the local units in order to improve communication and to assist them with organization and the execution of their programs.

Three part-time coordinators were employed during the summer of 1988.  Each Coordinator is assigned the responsibility of working with the local units in three of the nine AERA districts.  They are to function under the direct administrative supervision of the AERA Executive Director and coordinate their work with the AERA District Directors.  Presently there are five area coordinator positions. 

Duties and Responsibilities:

1.
Assist District Directors upon request with the execution of their duties and responsibilities as defined in the AERA Constitution and Bylaws.

2.
Coordinate special district programs with the District Directors and cooperate fully based on the programs approved by the AERA Board of Directors.

3.
Visit local units on a regular basis.

4.
Work directly with AEA UniServ to inform and educate active members of the need to join AEA/AERA/NEA upon retirement.  These duties may include attending active local unit meetings or retirement functions in an effort to recruit membership.

5.
Communicate with local unit presidents on a regular basis to determine their needs.

6.
Attend all AERA board meetings, state and district meetings to remain informed regarding activities.

7.
Keep the Executive Secretary informed of needs or problem areas at the local unit level.

8.
Assist the Executive Director upon request with the organization and implementation of all state and district programs.

9.
Assist in identifying capable local leaders for consideration as candidates for state committees.
10. Submit all other reports as required by the Executive Secretary.

11. Other duties as requested by the Executive Director.

Terms of Employment
Employment is part-time and on a year-to-year basis.  They are employed by the Executive Director and serve at his/her pleasure.  Salary is to be determined by the AERA Board of Directors.  All travel expenses incurred in the execution of job responsibilities will be reimbursed according to Board policy.
EXECUTIVE DIRECTOR
A.
TERM OF OFFICE

The Board of Directors employs the Executive Director and determines compensation.  The Board may employ the Executive Director on a year-to-year basis or extend a multi-year contract.

B.
DUTIES

The Executive Director shall serve as chief operating and administrative officer and have the broad power to administer policies and programs approved by the Board of Directors.  He/She shall constructively and effectively plan and provide leadership in all matters of the Association.  The Executive Director shall employ, supervise, and/or terminate the staff working under his/her direction.  He/She shall sign checks for the disbursement of Association funds according to the policy adopted by the Board of Directors.  He/She shall execute any other duties assigned by the Board of Directors.

