FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

PARLIAMENTARIAN:

(NOMINATING COMMITTEE)

1. The immediate past President shall serve as Parliamentarian.


2. She shall attend board meetings and general meetings, or arrange with the President to take on Parliamentarian duties in her absence and give her report.


3. She shall refer to the current Robert’s Rules of Order when advising of parliamentary procedure.


4. She shall read and have knowledge of the Club’s Constitution, Bylaws and Standing Rules.


5. She shall advise the presiding President, Officers and Board of Directors and any other member in the Club on points of parliamentary procedure, when so requested or directed.


6. She shall obtain a Nominating Committee in January.


7. She shall take recommendations from the general membership at the January general meeting and use these recommendations in assisting the Nominating Committee in developing the formal slate of officers for the coming year.


8. She shall be responsible for calling the first meeting of the Nominating Committee to instruct them in procedure and help them choose a Chairperson.  After that, she shall serve only as an advisor to the group.

9. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

10. She shall have an email address and be able to correspond via email.

11. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.

Revised 1/2008


