Sample Board member job descriptions 

Immediate Past President 
 A position assumed by the past year's President, the Immediate Past 
President chairs the nominating committee. The role of the Immediate Past President is to ensure the goals and objectives set during the past year are reached and the vision of the chapter remains strong. 
President 
The position of the President is assumed by the past year's President-Elect. 
· Contact point for Headquarters and Chapter Committee Chair.   
· Shares all correspondence from Headquarters with Board and general membership as needed. 
· Oversees long range planning for local STMA Chapter. 
· Directs and controls the activities of the local STMA Chapter.  
· Opens each meeting and welcomes attendees. 
· Calls Chapter Board meetings as needed and chairs those meetings. 
· Serves as a member of Publicity Committee and the Programs Committee. 
· Performs any needed communications or coordination with the STMA Board. 
· Sends official letter of welcome to any new STMA members to outline the aims and the objectives of the chapter. 
President-Elect 
 In the absence of the President: 
· Directs and controls the activities of the local STMA Chapter.  
· Opens the meeting and welcomes attendees.  
· Serves as a member of both the Arrangements and the Membership Committee. 
Commercial Vice President 
 The Commercial Vice President shall represent the interests of the commercial members and affiliates to the Chapter Board. 
Secretary  
· Keeps the minutes of each membership meeting and each Board meeting.  
· Performs any needed correspondence with STMA Headquarters.  
· Keeps a list of STMA members from the local area and makes the list available to the Membership Committee for recruitment purposes.  
· Sends Headquarters a roster of chapter members once a year when requested or sends all new member information to Headquarters as it is received.  This allows each chapter member to receive a subscription to SportsTurf Magazine.
· Maintains current Chapter Officers roster with company name, phone number.  
Treasurer  
· Keeps the financial records of the local STMA Chapter up to date.  
· Deposits the funds resulting from payments for the meeting charges into the general fund and pays the debt incurred by the speaker and dinner expenses from that fund.  
· Sends Headquarters the annual affiliation fee, non-National member dues and a copy of the chapter financials as prepared. 
· Produces receipt concerning the meeting cost for any attendee needing one.  
· Arranges for annual report of chapter financial records. This report must be filed with Headquarters no later than April 1.  
OR

Secretary/Treasurer 
(combined duties of Secretary and Treasurer as noted above)

