PRESIDENT JOB DESCRIPTION: 

· Preside at all meetings of the organization and represent the organization at parish meetings as required

· Primary contact for parish/school staff and for other ministries 

· Coordinate with all chairmen of sub committees (committee activities and functions) 

· Website administrator 

· Voting member on scholarship committee 

· Attend bi-monthly parish organizational meetings 

· One year term (no term limits) 

· Time commitment per month- 15 hours (approx)

VICE PRESIDENT JOB DESCRIPTION: 

· In the absence of the president or request of president, shall perform any and all duties of the president 

· Attend monthly athletic association meetings 

· Provide financial advice to athletic association ( fees, fundraising) 

· Voting member of athletic association 

· Coordinate SCLMA shared functions with parish/school (fish fry, school picnic, mass in the grass, etc) 

· One year term (no term limits)

· Time commitment per month- 10 hours (approx)

SECRETARY JOB DESCRIPTION: 

· Keep a permanent and accurate record of all proceedings of the organization 

· Keep a membership roster 

· Bulletin notices for monthly meetings and other SCLMA functions 

· Conduct any correspondence of the organization at the request of the president 

· Responsible that the meetings adhere to the association bi-laws and Roberts Rules of order 

· Keep volunteer sign-up lists (volunteer workers, adoration chapel, hospitality ministers) 

· One year term (no term limits) 

· Time commitment per month- 2-3 hours (approx) 

TREASURER JOB DESRCIPTION: 

· Account for all money received and disbursed within the SCLMA including concession stand cash flow 

· Reconcile bank accounts to bank statements 

· Provide a monthly treasurers report 

· Approve payment of invoices evidenced by a receipt or membership authorization 

· Obtain credit through preparation and processing of credit applications 

· One year term (no term limits) 

