Association of Engineering Employees of Oregon

Executive Board Position Description
AEE Secretary Treasurer
The AEE Executive Board consists of the AEE President, 1st Vice President, 2nd Vice President, Secretary/Treasurer and the Director at Large.  Executive Board members are responsible for the duties outlined for their position.
Secretary-Treasurer:

· Reviews minutes of all meetings

· Reviews all financial transactions

· Provides appropriate financial reports to the Association

· Communication
· With Agency – official point of contact
· With AEE Office- must be regular and consistent
· Meeting Attendance

· AEE Board Meetings

· AEE Staff Meetings

· AEE Committee meetings

· Representation

· AEE Board & committee positions

· Other duties:

· Journal Articles

Individual Board Member Responsibilities and Attributes: 

1. Assist in: organizing efforts; solving problems affecting AEE members in your assigned area of responsibility.  Assist in enforcement of the Collective Bargaining Agreement between AEE and the State of Oregon. 

2. Communicate with: the members in your assigned area of responsibilities to keep them fully informed on all matters affecting members’ working conditions; with AEE Staff on a regular and ongoing basis on all matters of AEE business. 

3. Commit to being: fair, honest, responsive, knowledgeable and committed to the work and mission of AEE. 

4. Ability to: listen, analyze, think clearly and creatively, and work well with people individually and as a team member.

5. Willing to: prepare for and attend board and committee meetings, ask questions, take responsibility and follow through on a given assignments, contribute personal time, open doors in the community, evaluate one’s self.

6. Develop knowledge: cultivate relationships within your agency, cultivate and recruit board members and other volunteers, learn more about the substantive work of the organization, attend labor-related training.

7. Possess: honesty, sensitivity to and tolerance of differing views, a friendly, responsive, and patient approach, community-building skills, personal integrity, a developed sense of values that align with AEE, concern for the development and progress of the union, and above all else a sense of humor.

Overall Responsibilities of the AEE Board of Directors: 

The AEE Board of Directors is responsible for defining the organization’s mission and for providing overall leadership and strategic direction to the organization.  The Board’s duties include: 

1. Actively set policy and ensure the organization has adequate resources to carry out it’s mission

2. Provide direct oversight and direction for the Executive Director 

3. Evaluate its own effectiveness as a governing body, as a group of volunteers and as representatives of the membership in upholding the common interests served by the organization.  

Board Member Responsibilities, Qualifications and Characteristics: 

1. Board Members must be committed to the mission and dedicated to the success of AEE.  

2. Board Members must actively develop an understanding of the mission, ongoing activities, finances and operating environment of the organization. 

3. Board Members should value diversity and understand the role of participation and inclusion in the future success of the organization’s work.  

4. To demonstrate their personal stake in the union, Board Members are expected to volunteer time for union activities to include regular attendance at meetings, functions, and special events, membership outreach, recruitment, participation on committees, and special assignments. 

5. Board Members are responsible for keeping themselves informed so they can actively participate in decision making. 

6. Board Members are responsible to make decisions in the interest of the organization and no other party, including themselves.  

7. Board Members are responsible for upholding AEE’s mission and using its resources wisely and in accordance with the policies of AEE and of the law. 

8. Board Members are responsible for fully understanding their legal and fiduciary obligations in the course of carrying out their responsibilities. 

9. Board Members are expected to conduct AEE business professionally, treat everyone with respect, and be personally accountable for their individual actions on behalf of the Association. 

10. Board Members are expected to reflect the best traditions of the American Labor Movement on behalf of all AEE members and recognize that as a whole and as individuals, they represent the entire bargaining unit.
11. Adhere to all policies and procedures of AEE, with special attention to conflict of interest and ethics policies. 

Election Date:   ____________________

Term:  ______________________________
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