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OFFICERS’ DUTIES
PRESIDENT

· Presides at all meetings.

· Keeps the Executive Board up to date on all plans and activities.

· Promote the sport of bowling and work with the other bowling entities for the good of the game.

· Make sure two association officers sign for withdrawals from association accounts, as designated by the Board of Directors. 

· Members of immediate family cannot co-sign for withdrawals from any association account.

· When instructed by the board, endorse checks and warrants drawn by the Association Manager.

· Verify the association bank balance monthly.  

· Ensure that credentials are submitted for the Annual Meeting in the format specified by USBC and State and by the deadline.

· Plan installation dinner and ceremony.

· Make sure Committee Assignments are filled and functioning

· Appoint lane representatives to service each bowling center in the association.  

· Follow up with Officers and Committee Chairmen to insure they are performing their duties as outlined by established procedures.

· Take necessary action when Board Members are not performing their duties.

· Schedule presentation of USBC 11-In-A-Row Plaques, 300 & 800 awards.

· Represent Gr. Cincinnati USBC WBA at Ohio WBA and USBC functions.

· Represent Gr. Cincinnati USBC WBA at Cincinnati Bowling Association and Proprietors functions when invited.

· Act as hostess when Ohio WBA or USBC representatives visit our association.

· Report to the board and members.
· Ex officio member of all but the nominating committee.

Conduct the orientation of all new board members by doing the following:

1. Directors:   Explain the duties as described below
2. Terms:  Officers & Directors run for a 2 year term staggered for efficiency.
3. Duties:
Directors should be present at all meetings

a. They shall complete all assignments and reports for which they are responsible.

b. They might include committee chairman / member, workshop panels, award presentations and directives of the President.

c. They shall handle all correspondence promptly.

d. They shall prepare and handle speaking assignments intelligently.

e. They shall keep all meeting discussions confidential

f. They shall attend all GC USBC WBA events required of them.

g. They shall be “Good Will Ambassadors” to all membership 

4. Reports - Each director shall keep all reports on file for at least three (3) years.

These files are to be given to the President upon termination or a member of the Board of Directors

5. Correspondence - Copies of all correspondence shall be sent to the President and Association Manager.

6. Uniforms – What they are and when they are required.

7. Committee Assignments - Assign committees as needed.
8. Policy & Procedure Manual – Check on progress of updating as needed 

9. Office and hours open – Explain when the office is open and how to contact the Association Manager and other board of directors
10. Staff – Give her/them complete list of existing board of directors.
11. Award Presentations – Explain how to present an award
12. Tournament Entries / Posters – Go over tournament we host through the year and how we provide posters/flyers.
13. Proprietor and League Contacts – Give list of bowling centers, leagues and which center they are responsible for and what it means.
14. Instruct them regarding their demeanor when representing the association.

15. Answer any questions they may have.

President should also be familiar with the GC USBC WBA Association Bylaws, Association Leaders Handbook, and Robert’s Rules of Order Newly Revised.  

GC USBC WBA Committees

Awards

Boutique / Ways & Means

Bowl for the Cure

Budget, Finance & Audit

BVL Fund Tournament

City Pins / Souvenirs

City Tournament

HALL OF FAME - Dinner

HALL OF FAME - Selection

Historian

IBMHF

In-School Bowling

Kits Organizer

Legislative

Nominating

Ohio WBA Activities

PUBLICITY – Average Book

PUBLICITY - Newsletter

PUBLICITY - Photographer

PUBLICITY – Scrapbook

PUBLICITY - Website

Policy & Procedure Manual

Queens Tournament

Recording Secretary

Senior Tournament

Sunshine and Phone

VICE PRESIDENTS

The 1st vice president is the individual who would take over the responsibilities of the president due to

absence.  Her primary responsibilities include presiding at all meetings when the president is absent

and performing other duties as prescribed by the board or requested by the president.

Because the 1st vice president should be prepared to serve as presiding officer at any meeting in the event the

president is unavailable, it is advisable that the vice president:

• Have a copy of the next meeting’s agenda before the meeting.

• Have a good understanding of parliamentary procedure.

• Be familiar with the organization’s governing documents (i.e. – GC USBC WBA Bylaws & Policy & Procedure Manual, association operations manual).
The 2nd vice president should be able to step in when the 1st vice president and president are not available.  She should be familiar with bylaws, policy & procedure manual and have a good understanding of parliamentary procedure. 
In general both Vice Presidents:

·  Be in charge of POD groups

· Be aware and have a copy of the next meeting’s agenda before the meeting.

· Familiarize herself with the duties of the President.

· Have knowledge of parliamentary procedures (Roberts Rules of Order Newly Revised). 

· Be familiar with the organization’s local, state and national bylaws.

· Understand the inner workings of the association.

· Perform other duties at the direction of the President.

SERGEANT-AT-ARMS

· Make sure the physical layout of the room is comfortable.

· Have US Flag on hand for Pledge of Allegiance

· Have attendance sheet ready for sign-in and be prepared to give count during meetings and make sure all attending members sign the sheet.

· Distribute all minutes, correspondence and reports to board members.

· Have ballots available if needed.

· Distribute and collect ballots during meetings 
· Count ballots and report results to the Chair.

· Meet with the President, Association Manager and tellers for instructions concerning the membership meetings.

· Count votes during a standing or hand vote.

· Take responsibility for the count of those eligible to vote at membership meeting.

· Take responsibility for ballots to be used at board and membership meetings

· Speak up if the meeting has drifted off topic.
· Removing disruptive attendees from the meeting.

· Serve on committees as appointed.

The sergeant-at-arms shall perform other duties as prescribed by the board or requested by the president.
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