GENERAL INFORMATION AND REQUIREMENTS FOR
ALL BOARD POSITIONS
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Attendboardmeetingsheld atleast4 timesperyear,attimesandlocations
determinedby the board.

Provideleadershighatadvanceshe Club® purposephilosophy,andvision.
Directthe currentoperationsvhile keepingthelong-termin mind.
Establishandadhergo anannual,zerobalancedudget.

Ensurethatall Bylawsandpoliciesarepractiedin all operations.
Fosteranatmospheref dynamic,friendly volunteerism.

Willing to listento andrespecll viewpointsand supportthewill of the
majority.

Prepardor meetingsasnecessary.
Performspecialprojects,asnecessary.
Performspecificdutiesfor position(seebelow).

Attendmonthly Club dancesandgeneraimembershipneeting.

Term of officeisoneyear BDApril 2007through April 2008




JOB DESCRIPTION - PRESIDENT

RESPONSIBILITIES

¥ Overseeall business operaions and ersure compliance with all policies proceduresand
applicalde law.

Enter into business agreemerts on behalf of the club in compliance with its policies
proceduresard stated mission.

Estabish the agenda and lead all meeings of the Board and Executive Committee.
Sene asthe primary representative of the Club to other dance organizations.
Keepinformedof local, regonal, and national swing danceactivities

Conduct club business between meetngs and report such acivity backto the Board.
Willing to listento and regpectall viewpoints and support the will of the majority.
Foster volunteersm to facilitate filling any openpositions.

Make amouncemerts at Club Dancesabout Club aciivities& other dance everts.
Write a monthly email notice & a PresdentOsVessage for the Newsletter & website.
Be asignatory on the ClubOdark account(s).

#
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SPECIAL SKILLS REQUIRED

Good communicaton skills area must for this position.

Ability to facilitate meetings.

Willing to listento and regpectall viewpoints and support the will of the majority.
Dedcatedto promating teamwork.
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MINIMUM TIM E REQUIRED

¥ Term of officeisoneyear- April through April.

¥ Attendance at Board meetngs (usually held monthly and approximately 3 hours each).
¥

¥

¥

Attendance at the monthly Club dancesand amual convention (Boogie by the Bay).
Attendance at the amual gereral membership meeting (approximately 1 hour).
Any timenecesary to perform the dutiesof this position.

MINIMUM QUALIFICATIONS

¥ Current member in good standing of The Next Generaion Swing Dance Club.
¥ Pasionate about promating Swing Dancing and the purposesof the Club.
¥
¥

Able to make the time commitmert.
Able to fulfill the regponsibilitiesrequiredfor this position.

BENEFITS OF POSITION

Play anactive rolein setting the direcion of the Club.

Increag awareress of the impactof the organizaionOslecisions on the community.
Accomplish group goals that exceedthe ahilitiesof anindividual.

Opportunity to work with individuals of diverse backgrounds.

Expand knowledge of group dynamicsand relationships.

Opportunity to meetand getto know other dancers

Develop leacdership and decision-making skills.

Recanition in the local and national swing dance community.
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If you want more information about this position, please contact a former President:
Susan Boutchie (650) 992-8715
Andy Bouman (510) 655-9147 Brooke Frarces (925) 314 -0910




JOB DESCRIPTION - VICE PRESIDENT

RESPONSIBILITIES
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Assist the Preddent asneeckd.

Conduct club business between meetngs and report such acivity backto the Board.
Assist other elected offi cials asneedkd.

Assist Committeesasneeded

Be asignatory on the ClubOdark account(s).

SPECIAL SKILLS REQUIRED

¥
¥

Good communicaton skills area Ability to facilitate meetngs.
Willing to listento ard regpectall viewpoints and support the will of the majority.

MINIMUM TIM E REQUIRED

KK K KK K

Term of offi ceisoneyear- April through April.

Willing to listento and regpectall viewpoints and support the will of the majority.
Attendance at Board meetngs (usually held monthly and approximately 3 hours each).
Attendance at the monthly Club dancesand amual convention (Boogie by the Bay).
Attendance at the amual gereral membership meetng (approximately 1 hour).

Any timenecesary to perform the dutiesof this position.

INIMUM QUALIFICATIONS

M
¥
¥
¥
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Currert member in good standing of The Next Generaion Swing Dance Club.

Pasionate about promoting Swing Darncing and the purposesof the Club.

Willing to participate actively in Board meetings by off ering feecback and ideasregardng
the direction of the Club.

Able to make the time commitmert.

Able to fulfill the regponsibilities requiredfor this position.

Able to communicate well.

BENEFITS OF POSITION
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Play anactfive rolein setting the direcion of the Club.

Increag awareress of the impactof the organizaionOslecisions on the community.
Accomplishing group goals that exceedthe ahilitiesof anindividual.

Opportunity to work with individuals of diverse backgrounds.

Expand knowledge of group dynamicsand relationships.

Opportunity to meetand getto know other dancers

Develop leacdership and decision-making skills.

Recanition in the local and national swing dance community.

If you want more information about this position, please contact a former Vice President:

HelenDowling (415) 333-8691
Charlotte Langmaid (415) 826-5536
CynthiaRichards (510) 713-7217




JOB DESCRIPTION - TREASURER

RESPONSIBILITIES

¥ Seneascustodianfor all funds of the organizaion.

¥ Conduct club business between meetngs ard report such acivity backto the Board.

¥ Reeive Club memtership and event money and distribute funds in accardance with Club
policiesard procedures

¥ Coordinate calection of moniesat Club events (dances fundraisers convertion, efc).

¥ Recacileincome with attendance salesrecords at Club evernts and make deposits after
eachevert.

¥  Work with Club accauntart to prepare and file tax returns and other fi narcial reports required

by federal and state agercies
¥ Premre and presen finarncial reports, asrequededby the Board
¥  Work with Club accauntart to coordinate amual budget preparation.
¥ Beasignatory on the ClubOsark account(s).

SPECIAL SKILLS/QUALIFICATIONS
¥ Experiencein financial accaunting and finarcial report preparaion is desrabe.
¥ Attertion to detail and the ahility to meetdeadines

MINIMUM TIM E REQUIRED

Term of offi ceisoneyear- April through April.

Attendance at Board meetngs (usually held monthly and approximately 3 hours each).
Attendance at the monthly Club dancesand amual convention (Boogie by the Bay).
Attendance at the amual gereral membership meetng (approximately 1 hour).

Any timenecesary to perform the dutiesof this position.
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MINIMUM QUALIFICATIONS

¥ Current member in good standing of The Next Generaion Swing Dance Club.
¥

¥

Pasionate about promoting Swing Darcing and the purposesof the Club.

Willing to participate actively in Board meetings by off ering feecback and ideasregardng
the direction of the Club.

Able to make the time commitmert.

Able to fulfill the regonsibilitiesrequiredfor this position.

Willing to listento and regpectall viewpoints and support the will of the majority.

KK K

BENEFITS OF POSITION

Play anactfive rolein setting the direcion of the Club.

Increag awareress of the impactof the organizaionOslecisions on the community.
Accomplishing group goals that exceedthe ahilitiesof anindividual.

Opportunity to work with individuals of diverse backgrounds.

Expand knowledge of group dynamicsand relationships.

Opportunity to meetand getto know other dancers

Develop leacdership and decision-making skills.

Recanition in the local and national swing dance community.
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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 MaureenUribe (415) 457-1603




JOB DESCRIPTION - SECRETARY

RESPONSIBILITIES

¥
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Recad and distribute minutesof all reqularly scheduled meetings of the Board, Execuive
Committee,and Gereral Memtership.

Maintain attendance recads of Board memklersat meeings and Club Dances

Maintain custody of all records of the Club including Bylaws, meeing minutes E-Votes ard
Club correponderce.

Maintain and publish mager calerdar.

Handle Club corregpondence, including thark you notes for donations.

Conduct club business between meetngs and report such acivity backto the Board.

Conduct club business between meetngs and report such acivity backto the Board.

Be asignatory on the ClubOdark account(s).

SPECIAL SKILLS

¥
¥

Ability to accuately recad, summarize, type, and distribute minutesof meetings.
Ability to meetdeadines

MINIMUM TIM E REQUIRED
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Term of offi ceisoneyear- April through April.

Attendance at Board meetngs (usually held monthly and approximately 3 hours each).
Attendance at the monthly Club dancesand amual convention (Boogie by the Bay).
Attendance at the amual gereral membership meetng (approximately 1 hour).

Any timenecesary to perform the dutiesof this position.

INIMUM QUALIFICATIONS

M
¥
¥
¥

KK K K

Currert member in good standing of The Next Generaion Swing Dance Club.

Pasionate about promoting Swing Darcing and the purposesof the Club.

Willing to participate actively in Board meetings by off ering feedback and ideasregardng
the direction of the Club.

Able to make the time commitmert.

Able to fulfill the regponsibilitiesrequiredfor this position.

Willing to listento and regpectall viewpoints and support the will of the majority.

Able to communicate well.

BENEFITS OF POSITION
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Play anactfive rolein setting the direcion of the Club.

Increag awareress of the impactof the organizaionOslecisions on the community.
Accomplishing group goals that exceedthe ahilitiesof anindividual.

Opportunity to work with individuals of diverse backgrounds.

Expand knowledge of group dynamicsand relationships.

Opportunity to meetand getto know other dancers

If you want more information about this position, feel free to contact a former Secretary:
Brooke Frarces (915) 928 3280
Andie Reed (530) 346-8864
Wanda Tong (510) 794 3518




JOB DESCRIPTION - MEMBERSHIP DIRECTOR

RESPONSIBILITIES
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Promate Club membership.

Conduct club business between meetngs and report such acivity backto the Board.
Prepre ard serd information packets to non-memberswho inquire about the Club.
Promate and erhance membership benrefits.

Work with the Club® database administrator to maintain membership recads and statistics
Accep feesfor new membersand renewals at Club dancesand remit to the Treasirer.
Maintain the membership table at Club dances

Be asignatory on the ClubOdark account(s).

The following are Membership Director Regponsibilitiesthat may be handled by an assistant or
Membership Recads Manager:

KK K K

Pregare ard send membership information packets to new members

Pregare arnd send membership renewal packets to expiring members.

Serd membership cards and memtership informaton to new and renewing members
Prere ard presert monthly membership reportsto the Board.

INIMUM TIME REQUIRED

M
¥
¥
¥
¥
¥

Term of offi ceisoneyear- April through April.

Attendance at Board meetngs (usually held monthly and approximately 3 hours each).
Attendance at the monthly Club dancesand amual convention (Boogie by the Bay).
Attendance at the amual gereral membership meetng (approximately 1 hour).

Any timenecesary to perform the dutiesof this position.

INIMUM QUALIFICATIONS

M
¥
¥
¥
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Currert member in good standing of The Next Generaion Swing Dance Club.

Pasionate about promoting Swing Darcing and the purposesof the Club.

Willing to participate actively in Board meetings by off ering feecback and ideasregardng
the direction of the Club.

Able to make the time commitmert.

Able to fulfill the regponsibilitiesrequiredfor this position.

Willing to listento and regpectall viewpoints and support the will of the majority.

Able to communicate well.

BENEFITS OF POSITION

KK K KK K

Play anactfive rolein setting the direcion of the Club.

Increag awareress of the impactof the organizaionOslecisions on the community.
Accomplishing group goals that exceedthe ahilitiesof anindividual.

Opportunity to work with individuals of diverse backgrounds.

Expand knowledge of group dynamicsand relationships.

Opportunity to meetand getto 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




JOB DESCRIPTION - INDEPENDENT DIRECTOR

RESPONSIBILITIES
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Represnt theintereds of the gereral memkbership to the Board

Assist Committeesasneeded

Work on special projects, asneeded, and report their status to the Board
Pregare writtenproceduresfor new Club acivitiesand functions, asneeded

INIMUM TIM E REQUIRED

M
¥
¥
¥
¥
¥

Term of offi ceis oneyear- April through April.

Attendance at Board meetngs (usually held monthly and approximately 3 hours each).
Attendance at the monthly Club dancesand amual convention (Boogie by the Bay).
Attendance at the amual gereral membership meetng (approximately 1 hour).

Any timenecesary to perform the dutiesof this position.

INIMUM QUALIFICATIONS

M
¥
¥
¥
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Currert member in good standing of The Next Generaion Swing Dance Club.

Pasionate about promoting Swing Darcing and the purposesof the Club.

Willing to participate actively in Board meetings by off ering feecback and ideasregardng
the direction of the Club.

Able to make the time commitmert.

Able to fulfill the regponsibilitiesrequiredfor this position.

Willing to listento and regpectall viewpoints and support the will of the majority.

Able to communicate well.

BENEFITS OF POSITION
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Play anactfive rolein setting the direcion of the Club.

Increag awareress of the impactof the orgarnizaionOslecisions on the community.
Accomplishing group goals that exceedthe ahilitiesof anindividual.

Opportunity to work with individuals of diverse backgrounds.

Expand knowledge of group dynamicsand relationships.

Opportunity to meetand getto 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




