Starlight Quilters Guild

Officer & Committee Chair Job Descriptions

These job descriptions were developed to serve as general guidelines for the officers and committee chairs elected to serve in leadership roles for the Starlight Quilters Guild. The responsibilities associated with each of the following positions may include, but are not limited to, those listed below.

Each individual is required to maintain accurate and meaningful records of the year’s activities to be provided to their successor.  Transitional face-to-face meetings are strongly recommended.  Information shared with the new officer/committee chair should include goals achieved and those that still need to be accomplished.

A. President (1-year term)

Monthly

· Contact Janet at Countryside Christian Church (913) 262-1000 x112 one week prior to each guild meeting whenever special room set-up arrangements are necessary.  The standard room set-up each month includes two tables in front, rows of chairs facing the stage and round tables with chairs in the back of the room.  (Note:  Janet is contacted in January each year to confirm standard room set-up arrangements.  Traditionally, the guild has provided her with a small token of our appreciation after each November meeting, e.g. small quilt or gift certificate to an area restaurant.)

· Unlock the door to the Countryside Christian Church at 5:30pm.  There is a small device located just inside the door that fits into the hole on the inside door handle.  This is used to keep the door unlocked.  Before going home, the President must ensure that the room is clean and tables/chairs placed back in their original locations, lights are off and door is locked.

· Preside at all monthly guild meetings.  If unavailable, enlist the Vice-President to serve in your absence.

· Current Order of Meeting

a. Call to Order

b. General Greeting and Welcome to guests and new members

c. Speaker (45-50 minute program) introduced by Programs & Workshops Committee
d. Announcements before break so individuals can meet and discuss with contact person

e. Break 10-15 minutes

f. Business Meeting (Agenda is determined by President, upcoming guild activities and from guild mail.) 

g. Door Prize Drawing

h. Show and Tell

· Vote on the proposed budget by the February meeting.  (The budget must be published in the newsletter before it can be voted on.)

· Secure 3 volunteers to serve on the nominating committee by August.

· Vote on the proposed slate of officers at the November meeting.  Install officers and committee chairs.

· Write a President’s Message for monthly newsletters; submit articles and information as needed throughout the year.  Maintain contact with the Newsletter Editor and offer assistance, as needed, with each publication.

Quarterly

· Schedule and facilitate quarterly Board meetings (3rd Tuesday in January, April, July and October).    If unavailable, enlist the Vice-President to serve in your absence.  At the first Board meeting, discuss and facilitate the Board’s approval of a yearly budget to present to membership at the following guild meeting. 

Guild Operations

· Serve as a role model and mentor to the Vice President to facilitate leadership responsibilities in your absence and as he/she prepares for presidency.

· Serve as a member of all committees in an advisory capacity to help ensure the completion of committee responsibilities.  Provide assistance whenever necessary.

· Appoint committees based on discretion and need.

· Sign any guild check.   Endorse all checks over $100 (along with the Treasurer) unless a budgeted item.

· Become involved in community related activities (e.g. quilt show, fall festival, quilting demonstrations in county libraries, etc.) sponsored by the guild.

Important Annual Responsibilities

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Ensure that the annual Kansas fees for not-for-profit status are paid by mid-June and the annual US Post Office fees for the guild’s PO Box are paid by October.

· Annually review the By-Laws for currency and facilitate updates as needed.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

· Participate in the annual meeting of the Heartland Network.

B. Vice-President (1-year term in preparation for Presidency)

· Attend monthly guild meetings.

· Attend quarterly Board meetings as scheduled.

· Perform all duties of the President and preside at guild and Board meetings in the absence of the President.

· Serve as a consultant to the membership and program/workshop committees.

· Volunteer and offer assistance with the planning and implementation of guild activities including the quilt show as schedule allows.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

C. Secretary

· Attend monthly guild meetings.

· Attend quarterly Board meetings as scheduled.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Record minutes at all guild and Board meetings or any other meetings as requested by the President.

· Distribute copies (via email, US Mail or at the following guild meeting) of Board meeting minutes to the Board within two weeks following each meeting.  Read the minutes at the subsequent Board meeting.

· Post a copy of the minutes at monthly guild meetings as required by the Articles of Incorporation.

· Maintain a complete and accurate permanent file of all guild meeting minutes (to be provided to successor and/or stored in the guild library cabinet).

D. Treasurer

· Contact the bank each January, as necessary, to change the names on the guild checking account to include the President and Treasurer.

· At the first Board Meeting, facilitate the development of a proposed budget with the input from board members and committee chairs.  Once approved, submit it to the newsletter and present it to the membership at the next monthly guild meeting.

· Maintain an accurate written record of all income and expenditures throughout the year.

· Provide a full treasurer’s report to the President monthly.

· Issue reimbursements on expenditures and payments as authorized by the Board upon receiving original receipts and appropriate request form.

· Sign any guild check.   Endorse all checks over $100 (along with the President) unless a budgeted item.

Monthly

· Attend monthly guild meetings.  If unable to attend, provide Assistant Treasurer with the checkbook.

· Report on the budget at guild meetings as requested by the President.

· Post a summarized treasurer’s report at monthly guild meetings as required by the Articles of Incorporation.

· Write checks for all reimbursement requests received.

· Collect funds to deposit from various committees.

Quarterly

· Attend quarterly Board meetings as scheduled.  If unable to attend, provide Assistant Treasurer with the checkbook.

· Report on the budget at each Board meeting.

Banking Responsibilities

· Deposit all funds received in the guild’s bank account.

· Maintain a record of monthly bank statements.

· Balance check book and bank accounts monthly.

· Secure petty cash for various guild events, e.g. quilt show, fall festival craft and small quilt sales.

Important Annual Responsibilities

· Pay annual State of Kansas fees for not-for-profit status by mid-June (contact President for details).

· Pay US Post Office fees for PO Box by October (contact President for details).

· Provide all accounting records for the annual Audit of the books.

· Stay within projected budget.  

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

E. Assistant Treasurer

· Perform all duties of the Treasurer at guild and Board meetings in the absence of the Treasurer.

F. Immediate Past President (1-year term)

· Attend monthly guild meetings and quarterly Board Meetings as schedule permits.

· Serve on the Board as a voting member and as a mentor to the President and the Board, providing a historical and objective perspective.

· Offer assistance with the planning and implementation of guild activities as desired and schedule permits.
G. Door Prizes Chair

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Obtain door prizes and present them for the Door Prize Drawing held during the monthly guild meetings.

· Send a personal thank you note to each donor.  Submit an acknowledgement for each donation received for publication in the monthly newsletter.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

H.
Group Project Chair (based on membership interest annually)

· Attend monthly guild meetings and quarterly Board Meetings.

· Design the guidelines and coordinate membership involvement in a group project (e.g. Round Robin, Mystery Quilt, Block Exchange, etc.) based on interest.

· Provide information to members for involvement via presentations at monthly guild meetings and articles in the newsletter.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

I. Guild Challenge Chair 

· Attend monthly guild meetings and quarterly Board Meetings.

· Coordinate the annual Guild Challenge (subject or project description, specifications that include size or type of finished product, time limit, selection of date for display at a monthly guild meeting and judging).

· Provide information to members for involvement via presentations at monthly guild meetings and articles in the newsletter.  Periodically promote throughout the year.

· Secure gift certificates and/or ribbons for viewers’ choice selected by the members.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

J. Historian

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Keep album of pictures, notes, and/or articles of special events and quilt shows in which the guild or members participate.  Submit news worthy information to the newsletter.

· Bring albums to guild meetings for display 2-3 times a year.

K. Hospitality Chair

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Coordinate monthly refreshment schedule.  

· Recruit at least 3-5 members (usually the Thursday or Friday prior to the guild meeting) to volunteer and bring food / snacks.  

· Keep track of who donates so they are not contacted multiple times.

· Acknowledge donors in the newsletter and/or during guild meetings.

· Purchase drinks, cups, plates and napkins as needed.  

· Coordinate monthly greeter schedule for 1-2 greeters at the check-in table for all guild meetings.  

· Place a sign-up sheet at each guild meeting for members to volunteer or contact members personally.  

· Publish names of greeters in the newsletter to serve as a reminder to those who volunteered.  Request that they arrive by 6:15pm.

· Coordinate an annual “New Member Tea” based on membership interest.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

Monthly

· Arrive (along with volunteers) at the church to set up by 5:30pm.

Set up the Greeting Table first

1. Sign in sheets from the Membership Committee for members and guests.

2. Door prize tickets and door prize barrel are kept near the guild library (on a shelf in the hallway off of the kitchen).

3. Container for “fat quarter” drawing (if needed).

4. Handouts for distribution upon check in.

Set up the Snack Table

1. Plastic tablecloths—located on the counter or drawers in the kitchen.

2. Ice—fill a large bowl located in the pantry in the kitchen.  The ice machine is located in the room at the south end of the kitchen.

3. Drinks—use pitchers in the cabinet under the microwave in the kitchen.

4. Paper products (cups, plates, bowls, napkins)—stored in clear plastic containers near the guild’s library.

Clean Up

1. Put the Greeting Table supplies back in the storage area.

2. Clean the Snack Table, rinse pitchers and ice bowl.  Return all items to their proper locations in the kitchen.

L. Librarian

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Keep an up-to-date inventory of all library resources.

· Maintain an accurate record of guild library books, and various quilt related educational materials on loan.

· Purchase quilt related resources for the library as authorized.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

M. Membership Chair

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Recruit a committee of 3-4 members.

· Promote annual membership renewal (October - December) via newsletters and at October and November guild meetings.

· Collect membership dues and provide to Treasurer for deposit.

· Collect membership information sheets from all new and renewing members annually.

· Print and issue membership cards and directories to members at guild meetings.

· Keep a current roster of the members.  Send updates electronically to Board members (especially the Newsletter Editor for mailing of the monthly newsletter).  

· Provide a current sign-in sheet (for members and guests) to the hospitality committee prior to each guild meeting for the check-in table.

· Maintain a record of attendance at each guild meeting for members and guests.

· Provide a welcome letter, program schedule, and membership form to each guest.

· Provide a welcome letter, new member brochure, membership card and membership directory to each new member.

· Submit short articles to the newsletter each month welcoming new members and informing membership about membership related activities sponsored by the membership committee, e.g. Girls Night Out, daytrips via motorcoach.

· Coordinate Bring a Friend Night annually and promote in the guild newsletter.

· Update annual membership survey with input from the Board at the July Board Meeting.  

· Promote and distribute survey to members at the July and August guild meetings and via the August newsletter.  

· Compile a summary of results.  Submit highlights to the newsletter and send a complete report to the Board (especially the President, Vice President and Programs & Workshops Chair).

· Maintain complete and accurate files of activities and correspondence to be provided to successor.
N. Newsletter Editor

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Compile information for monthly newsletter by contacting officers and committee chairs for information to submit.  Dates/activities from other area guild newsletters or quilt magazines (articles must receive permission to be reprinted) may also be considered.

· As space allows, include 2-3 quilting tips per issue.  Always include the appropriate reference/publication.

· Publish and mail or email newsletter each month to members at least 2 weeks prior to the guild meeting.  At the October 16, 2006 Board Meeting, it was agreed to keep the newsletter to a maximum of 10 pages (5 pages printed front/back).  
· Contact the membership committee monthly for a current list of members.  Generate mailing labels for members who requested their copy of the newsletter be mailed.

· Send the newsletter electronically to those who indicated this format.  

· Type, layout and proof information received for the newsletter.

· Print newsletter using the most economic printer resource.

· Purchase stamps for the necessary postage for each newsletter.

· Fold, label, stamp and tape newsletters.  The Post Office requires that newsletters be taped at both ends, not stapled!

· Mail newsletters.  The Post Office does not require newsletters to be sorted.

· Pick up mail from the guild’s Post Office Box (unless another guild member has volunteered to do so).  

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

O.  Opportunity Quilt Chair

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Coordinate the making, quilting and promotion of the annual Opportunity Quilt.

· Recruit volunteers to assist with all promotional activities: (1) printing and distribution of chances to members to solicit donations, (2) coordinating the collection of monetary donations received for ‘chances to win’ throughout the year, and (3) organizing the display of the Opportunity Quilt at a variety of venues for promotion purposes to increase donation collections.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.

P. 
Programs & Workshops Chair (a newly combined committee for 2006)

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Recruit a committee of 3-4 members.

· Schedule programs (e.g. contacting speakers and negotiating contracts) for monthly guild meetings.

· Submit a master program schedule for inclusion in the SQG Membership Directory by January 1st.

· Submit detailed program and speaker information to the monthly newsletter.

· Plan, coordinate and be represented at workshops and retreats (e.g. identify teachers and techniques to teach based on membership interests, negotiate contracts, identify location, provide participants with a supply list, secure speaker honorarium check, collect fees, etc.)

· Serve as guild host for speakers at guild meetings and workshops.
· Maintain complete and accurate files of activities and correspondence to be provided to successor.
· Write a personal thank you note to each speaker/presenter following their program.
Q.
Project Linus Chair

· Attend monthly guild meetings and quarterly Board Meetings.

· Coordinate the collection of donated fabric and creation of quilt kits.

· Schedule sewing nights for making Project Linus quilts.
· Encourage members to make quilts of various sizes for Project Linus.
1. Maintain complete and accurate files of activities and correspondence to be provided to successor.
R.  Quilt Show Chair (2 year term)

· Attend monthly guild meetings and quarterly Board Meetings.

· Stay within projected budget.  Submit all original receipts and appropriate form to the Treasurer for reimbursement.

· Secure the appropriate liability insurance for the annual quilt show.

· Coordinate all activities of the annual quilt show at the Shawnee Indian Mission Fall Festival held the second weekend in October.

· Recruit a committee of at least 3-4 members.  Appoint sub-committees to assist with the recruitment of volunteers for:        

(1) gathering of quilts for the show including Guild Challenge quilts, Project Linus quilts, and the Opportunity Quilt,

(2) typing of display tags and creating award ribbons for Viewer’s Choice, 

(3) returning of the quilts to their owners, 

(4) promoting the quilt show (via area newspapers, TV and radio, quilt magazine and quilt shops) in conjunction with the curator of the Shawnee Indian Mission, 

(5) making of craft items for the boutique (e.g., find or draft patterns to use, secure pattern author’s permission, create samples to promote at guild meetings, schedule sewing sessions based on interest), 

(6) donating small quilts for sale, and 

(7) creating a schedule for volunteers to assist with set-up, disassembly and to work the show (i.e., white glove, craft and small quilt sales, bed turning, quilting demonstrations, promotion of chances for Opportunity Quilt, etc.).

· Coordinate the set-up and disassembly for the quilt show.

· Contact the curator at the Shawnee Indian Mission for details about the quilt show location and to coordinate efforts for promotion and marketing efforts.

· Write a story following the quilt show for publication in the guild newsletter.

· Maintain complete and accurate files of activities and correspondence to be provided to successor.
S.  Website Chair
· Attend monthly guild meetings and quarterly Board Meetings.

· Maintain the website for the guild.

This document was created and Board approved, October 2005;
 updated December2006.
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