Serena B. Mowry Chapter of the National Honor Society

Duties of Officers (3/27/08)

The officers make up the Executive Committee.  In addition to regular membership meeting attendance, the Executive Committee meets about once per month with the advisor to plan and review projects, and to set the direction for the Chapter.  The meeting times and schedule are determined by the committee members.

President

· runs the meetings

· monitors all projects and activities by checking in with project leaders and the advisor (weekly – beginning one month before a project and continuing through the end of the project)

· acts as the Chapter’s representative to the school administration

· from installation through the end of this year, meet informally with the present officers to discuss their jobs and experiences.

· from installation to end of this year, gradually take over duties from the present president.

Vice-President

· assists president with the above 

· fill in if the president is absent

· keeps record of members’ service hours 

· files a report with the advisor twice a year to summarize members’ service hours

· from installation to end of this year, gradually take over duties from the present vice-president.

Treasurer

· reports the most recent account balance, income and disbursements to membership at meetings

· keeps track of income and expenses so members are aware of project/activities costs and benefits

· is responsible for coordinating reimbursements.  When a member spends money on NHS materials and needs to be reimbursed, the treasurer collects receipts, completes forms, and submits these to the advisor.

· from installation to end of this year, gradually take over duties from the present treasurer

Recording Secretary 

· collects and updates members’ email information 

· takes the meeting minutes and e-mails these to members

· files a report with the advisor twice a year summarizing meeting attendance

· from installation to end of this year, gradually take over duties from the present Recording Secretary

Corresponding Secretary

· takes attendance at meetings and gives this information to the Recording Secretary

· sends out meeting announcements

· write and submit press releases (for Parent Newsletter, The Colonel, The Day, Norwich Bulletin  )
· write any formal letters as needed
· sends invitations to functions
· sends thank you notes
· from installation to end of this year, gradually take over duties from the present Corresponding Secretary

What do you want our NHS Chapter to be???

Nominate those people who are most likely to transform the organization into the NHS Chapter you envision, or – if you’re up for a challenge or wish to lead and serve – volunteer (It’s okay to do this; no one will think you’re an egomaniac).

