
 

 

GENERAL INFORMATION AND REQUIREMENTS FOR 
 ALL BOARD POSITIONS 

 
 
 
 

¥ Attend board meetings held at least 4 times per year, at times and locations 
determined by the board. 

¥ Provide leadership that advances the ClubÕs purpose, philosophy, and vision. 

¥ Direct the current operations while keeping the long-term in mind. 

¥ Establish and adhere to an annual, zero-balanced budget. 

¥ Ensure that all Bylaws and policies are practiced in all operations. 

¥ Foster an atmosphere of dynamic, friendly volunteerism. 

¥ Willing to listen to and respect all viewpoints and support the will of the 
majority. 

¥ Prepare for meetings, as necessary. 

¥ Perform special projects, as necessary. 

¥ Perform specific duties for position (see below). 

¥ Attend monthly Club dances and general membership meeting. 
 

 

 

 

Term of office is one year Ð Apr il 2007 through Apr il 2008 
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JOB DESCRIPTION - PRESIDENT 

 
RESPONSIBILITIES 
¥ Oversee all business operations and ensure compliance with all policies, procedures and 

applicable law. 
¥ Enter into business agreements on behalf of the club in compliance with its policies, 

procedures and stated mission. 
¥ Establish the agenda and lead all meetings of the Board and Executive Committee. 
¥ Serve as the primary representative of the Club to other dance organizations. 
¥ Keep informed of local, regional, and national swing dance activities. 
¥ Conduct club business between meetings and report such activity back to the Board. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
¥ Foster volunteerism to facilitate fi lling any open positions. 
¥ Make announcements at Club Dances about Club activities & other dance events. 
¥ Write a monthly email notice &  a PresidentÕs Message for the Newsletter &  website. 
¥ Be a signatory on the ClubÕs bank account(s). 
 
SPECIAL SKILLS REQUIRED 
¥ Good communication skills are a must for this position. 
¥ Ability to facilitate meetings. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
¥ Dedicated to promoting teamwork. 
 
MINIMUM TIME REQUIRED 
¥ Term of offi ce is one year - April through April. 
¥ Attendance at Board meetings (usually held monthly and approximately 3 hours each). 
¥ Attendance at the monthly Club dances and annual convention (Boogie by the Bay). 
¥ Attendance at the annual general membership meeting (approximately 1 hour). 
¥ Any time necessary to perform the duties of this position. 
 
MINIMUM QUALIFICATIONS 
¥ Current member in good standing of The Next Generation Swing Dance Club. 
¥ Passionate about promoting Swing Dancing and the purposes of the Club. 
¥ Able to make the time commitment. 
¥ Able to fulfi ll the responsibilities required for this position. 
 
BENEFITS OF POSITION 
¥ Play an active role in setting the direction of the Club. 
¥ Increase awareness of the impact of the organizationÕs decisions on the community. 
¥ Accomplish group goals that exceed the abilities of an individual. 
¥ Opportunity to work with individuals of diverse backgrounds. 
¥ Expand knowledge of group dynamics and relationships. 
¥ Opportunity to meet and get to know other dancers. 
¥ Develop leadership and decision-making skills. 
¥ Recognition in the local and national swing dance community. 
 
If you want more information about this position, please contact a former President: 
Susan Boutchie (650) 992-8715 
Andy Bouman (510) 655-9147  Brooke Frances  (925) 314 -0910 
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JOB DESCRIPTION - VICE PRESIDENT 

 
 
 
RESPONSIBILITIES 
¥ Assist the President as needed. 
¥ Conduct club business between meetings and report such activity back to the Board. 
¥ Assist other elected offi cials as needed. 
¥ Assist Committees as needed. 
¥ Be a signatory on the ClubÕs bank account(s). 
 
SPECIAL SKILLS REQUIRED 
¥ Good communication skills are a Ability to facilitate meetings. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
 
MINIMUM TIME REQUIRED 
¥ Term of offi ce is one year - April through April. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
¥ Attendance at Board meetings (usually held monthly and approximately 3 hours each). 
¥ Attendance at the monthly Club dances and annual convention (Boogie by the Bay). 
¥ Attendance at the annual general membership meeting (approximately 1 hour). 
¥ Any time necessary to perform the duties of this position. 
 
MINIMUM QUALIFICATIONS 
¥ Current member in good standing of The Next Generation Swing Dance Club. 
¥ Passionate about promoting Swing Dancing and the purposes of the Club. 
¥ Willing to participate actively in Board meetings by off ering feedback and ideas regarding 

the direction of the Club. 
¥ Able to make the time commitment. 
¥ Able to fulfi ll the responsibilities required for this position. 
¥ Able to communicate well. 
 
BENEFITS OF POSITION 
¥ Play an active role in setting the direction of the Club. 
¥ Increase awareness of the impact of the organizationÕs decisions on the community. 
¥ Accomplishing group goals that exceed the abilities of an individual. 
¥ Opportunity to work with individuals of diverse backgrounds. 
¥ Expand knowledge of group dynamics and relationships. 
¥ Opportunity to meet and get to know other dancers. 
¥ Develop leadership and decision-making skills. 
¥ Recognition in the local and national swing dance community. 
 
 
 
If you want more information about this position, please contact a former Vice President: 
Helen Dowling (415) 333-8691 
Charlotte Langmaid (415) 826-5536 
Cynthia Richards (510) 713-7217 
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JOB DESCRIPTION - TREASURER 

 
RESPONSIBILITIES 
¥ Serve as custodian for all funds of the organization. 
¥ Conduct club business between meetings and report such activity back to the Board. 
¥ Receive Club membership and event money and distribute funds in accordance with Club 

policies and procedures. 
¥ Coordinate collection of monies at Club events (dances, fundraisers, convention, etc). 
¥ Reconcile income with attendance sales records at Club events and make deposits after 

each event. 
¥ Work with Club accountant to prepare and fi le tax returns and other financial reports required 

by federal and state agencies. 
¥ Prepare and present financial reports, as requested by the Board. 
¥ Work with Club accountant to coordinate annual budget preparation. 
¥ Be a signatory on the ClubÕs bank account(s). 
 
SPECIAL SKILLS/QUALIFICATIONS 
¥ Experience in financial accounting and financial report preparation is desirable. 
¥ Attention to detail and the ability to meet deadlines. 
 
MINIMUM TIME REQUIRED 
¥ Term of offi ce is one year - April through April. 
¥ Attendance at Board meetings (usually held monthly and approximately 3 hours each). 
¥ Attendance at the monthly Club dances and annual convention (Boogie by the Bay). 
¥ Attendance at the annual general membership meeting (approximately 1 hour). 
¥ Any time necessary to perform the duties of this position. 
 
MINIMUM QUALIFICATIONS 
¥ Current member in good standing of The Next Generation Swing Dance Club. 
¥ Passionate about promoting Swing Dancing and the purposes of the Club. 
¥ Willing to participate actively in Board meetings by off ering feedback and ideas regarding 

the direction of the Club. 
¥ Able to make the time commitment. 
¥ Able to fulfi ll the responsibilities required for this position. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
 
BENEFITS OF POSITION 
¥ Play an active role in setting the direction of the Club. 
¥ Increase awareness of the impact of the organizationÕs decisions on the community. 
¥ Accomplishing group goals that exceed the abilities of an individual. 
¥ Opportunity to work with individuals of diverse backgrounds. 
¥ Expand knowledge of group dynamics and relationships. 
¥ Opportunity to meet and get to know other dancers. 
¥ Develop leadership and decision-making skills. 
¥ Recognition in the local and national swing dance community. 
 
If you want more information about this position, please contact a former treasurer: 
Andie Reed (530) 346-8864  Wanda Tong (510) 794 3518  
Joe Slater (925) 829-9064 Maureen Uribe   (415) 457-1603 
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JOB DESCRIPTION - SECRETARY 

 
RESPONSIBILITIES 
¥ Record and distribute minutes of all regularly scheduled meetings of the Board, Executive 

Committee, and General Membership. 
¥ Maintain attendance records of Board members at meetings and Club Dances. 
¥ Maintain custody of all records of the Club including Bylaws, meeting minutes, E-Votes, and 

Club correspondence. 
¥ Maintain and publish master calendar. 
¥ Handle Club correspondence, including thank you notes for donations. 
¥ Conduct club business between meetings and report such activity back to the Board. 
¥ Conduct club business between meetings and report such activity back to the Board. 
¥ Be a signatory on the ClubÕs bank account(s). 
 
SPECIAL SKILLS 
¥ Ability to accurately record, summarize, type, and distribute minutes of meetings. 
¥ Ability to meet deadlines. 
 
MINIMUM TIME REQUIRED 
¥ Term of offi ce is one year - April through April. 
¥ Attendance at Board meetings (usually held monthly and approximately 3 hours each). 
¥ Attendance at the monthly Club dances and annual convention (Boogie by the Bay). 
¥ Attendance at the annual general membership meeting (approximately 1 hour). 
¥ Any time necessary to perform the duties of this position. 
 
MINIMUM QUALIFICATIONS 
¥ Current member in good standing of The Next Generation Swing Dance Club. 
¥ Passionate about promoting Swing Dancing and the purposes of the Club. 
¥ Willing to participate actively in Board meetings by off ering feedback and ideas regarding 

the direction of the Club. 
¥ Able to make the time commitment. 
¥ Able to fulfi ll the responsibilities required for this position. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
¥ Able to communicate well. 
 
BENEFITS OF POSITION 
¥ Play an active role in setting the direction of the Club. 
¥ Increase awareness of the impact of the organizationÕs decisions on the community. 
¥ Accomplishing group goals that exceed the abilities of an individual. 
¥ Opportunity to work with individuals of diverse backgrounds. 
¥ Expand knowledge of group dynamics and relationships. 
¥ Opportunity to meet and get to know other dancers. 
 
If you want more information about this position, feel free to contact a former Secretary: 
Brooke Frances (915) 928 3280 
Andie Reed (530) 346-8864 
Wanda Tong (510) 794 3518 
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JOB DESCRIPTION - MEMBERSHIP DIRECTOR 

 
RESPONSIBILITIES 
¥ Promote Club membership. 
¥ Conduct club business between meetings and report such activity back to the Board. 
¥ Prepare and send information packets to non-members who inquire about the Club. 
¥ Promote and enhance membership benefi ts. 
¥ Work with the ClubÕs database administrator to maintain membership records and statistics. 
¥ Accept fees for new members and renewals at Club dances and remit to the Treasurer. 
¥ Maintain the membership table at Club dances. 
¥ Be a signatory on the ClubÕs bank account(s). 
 
The following are Membership Director Responsibilities that may be handled by an assistant or 
Membership Records Manager: 
¥ Prepare and send membership information packets to new members. 
¥ Prepare and send membership renewal packets to expiring members. 
¥ Send membership cards and membership information to new and renewing members. 
¥ Prepare and present monthly membership reports to the Board. 
 
MINIMUM TIME REQUIRED 
¥ Term of offi ce is one year - April through April. 
¥ Attendance at Board meetings (usually held monthly and approximately 3 hours each). 
¥ Attendance at the monthly Club dances and annual convention (Boogie by the Bay). 
¥ Attendance at the annual general membership meeting (approximately 1 hour). 
¥ Any time necessary to perform the duties of this position. 
 
MINIMUM QUALIFICATIONS 
¥ Current member in good standing of The Next Generation Swing Dance Club. 
¥ Passionate about promoting Swing Dancing and the purposes of the Club. 
¥ Willing to participate actively in Board meetings by off ering feedback and ideas regarding 

the direction of the Club. 
¥ Able to make the time commitment. 
¥ Able to fulfi ll the responsibilities required for this position. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
¥ Able to communicate well. 
 
BENEFITS OF POSITION 
¥ Play an active role in setting the direction of the Club. 
¥ Increase awareness of the impact of the organizationÕs decisions on the community. 
¥ Accomplishing group goals that exceed the abilities of an individual. 
¥ Opportunity to work with individuals of diverse backgrounds. 
¥ Expand knowledge of group dynamics and relationships. 
¥ Opportunity to meet and get to know other dancers. 
 
If you want more information about this position please contact a former Membership 
Director: 
Andy Bouman (510) 655-9147 
Wanda Tong (510) 794 3518 
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JOB DESCRIPTION - INDEPENDENT DIRECTOR 

 
 
 
RESPONSIBILITIES 
¥ Represent the interests of the general membership to the Board. 
¥ Assist Committees as needed. 
¥ Work on special projects, as needed, and report their status to the Board. 
¥ Prepare written procedures for new Club activities and functions, as needed. 
 
MINIMUM TIME REQUIRED 
¥ Term of offi ce is one year - April through April. 
¥ Attendance at Board meetings (usually held monthly and approximately 3 hours each). 
¥ Attendance at the monthly Club dances and annual convention (Boogie by the Bay). 
¥ Attendance at the annual general membership meeting (approximately 1 hour). 
¥ Any time necessary to perform the duties of this position. 
 
MINIMUM QUALIFICATIONS 
¥ Current member in good standing of The Next Generation Swing Dance Club. 
¥ Passionate about promoting Swing Dancing and the purposes of the Club. 
¥ Willing to participate actively in Board meetings by off ering feedback and ideas regarding 

the direction of the Club. 
¥ Able to make the time commitment. 
¥ Able to fulfi ll the responsibilities required for this position. 
¥ Willing to listen to and respect all viewpoints and support the will of the majority. 
¥ Able to communicate well. 
 
BENEFITS OF POSITION 
¥ Play an active role in setting the direction of the Club. 
¥ Increase awareness of the impact of the organizationÕs decisions on the community. 
¥ Accomplishing group goals that exceed the abilities of an individual. 
¥ Opportunity to work with individuals of diverse backgrounds. 
¥ Expand knowledge of group dynamics and relationships. 
¥ Opportunity to meet and get to know other dancers. 
 
 
 
If you want more information about this position, please contact a former Independent 
Director: 
Joe Ho (650) 579-1358 
Charlotte Langmaid (415) 826-5536 
Joan Lundhal (925) 673-4440  
Tom Sepe (925) 376-2969 
Joe Slater (925) 829-9064 
 
 


